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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
BUDGET REQUEST (OLB)

1. COIN MAIN MENU

QWS3270  Edit  View Options Toaols Help

Ea (k2 k3 '§4 ‘ Ea‘;Es‘ Ed kg ‘ Es Em 137 E12| F3 (b [F5 (e ‘ b7 (g ;w E

MATN-Z COIN MAIN MENU 11/30/2017 15:56
V.05062016 LOC: 013 OFF: 307 COMEBENSATION BOARD — STAFF

m\sm:zz:zasm

_3¢

SYESTEM MAINTENANCE . AZSIST CUSTOMER
BUDGET REQUEST PROCESZING

REIMBURSEMENT PROCESSING

PERFONNEL PROCEZSING

REEORTEZ

INCUIRY

TTF BUDEET RECQUEST TTF FISCAL YEAR Z018
UPDATE LOCALITY/OFFICE INFORMATION

(oI I Yy T O B VI

OPTION:

BROADCAZST MESSAGES:

F1=HELF FlZ=LOGOFF

Cannected ta s0L00.vitavirginia.gov part 23 10/67 MU 15:56:47 IBIM-3278-2-E - TCLADSA0

e Select Option #2- “Budget Request Processing”
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k),

2. Main Menu - Option #2, Budget Request (OLB) Menu

Purpose:

The Budget Request menu is accessed from the COIN main menu. All Budget Request functionality will
be accessed through this menu. A user may choose to view the Permanent Personnel data sorted by Last
Name, or Position Number. The user may also select a starting value whereby the Permanent Personnel
screen will display the record requested or the next record in the sort sequence if the requested record was
not found.

Navigational Path

e Coin Main Menu — Select Option #2, COIN Budget Request

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT’S

QOWS3270 Edit  View Options Toals Help

Ea (£ (E2 B4 sa__;s us_\ ;a,slg f Flzl s Fla s (e | e ;13 ol (B | (B2t (Pl [E8 [Rd

R ABC
@& 3K (Y | G IFRFRFIE
MCEO COIN BUDGET REGQUEST Z017-11-30 15:57
V.1118201e FPY: 2018 LoC: 013 QFF: 307 ARLINGTON COUNTY
OFFICE: ESHERIFFE CFFICER: ELIZABETH ARTHUR

BUDGET REQUEST MENU
1. PERMANENT PFERSCNMNEL SORTED BY
_ LAST NAME OF SETARTING LAST NAME:
_ POSITION NUMBER ©OR STARTING POSITION NUMBER:
ENTER "X" FOR SORT ORDER ONLY
Z. ADDITIONAL EMPLOYEE REQUEST
3. TEMPORARY FERSONMEL FUNDING REQUEST
4. FULL OR PARTIALLY FUNDED PERSONNEL
5. OFFICE EXPENSE FUNDING
&. EQUIPMENT (EXCLUDING CLERKS)
7. RECORD WORELOAD INFORMATION
3. UPDATE LOCALITY INFORMATION
9. SPECIAL PROGRAM CERTIFICATION
10. CERTIFY BUDGET REQUEST
11. COMMENTS
1Z. COMPENSATION BOARD FUNCTIONS
QPTION
F1=HELFP F3=MENU F4=TOTALS FlZ=MAIN
Connected to s0L00vitavirginia.gov port 23 22/9 NUM 15:57:50 IBIM-3278-2-E - TCLADSG0
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Helpful Hints:

e COIN Budget Request Menu provides access to other related screens

e Locality and office code will be displayed by COIN when you log into the COIN system

e ‘FY’ - The upcoming fiscal year will be pre-filled on your COIN Budget Request Menu
v"If you wish to view a prior fiscal year’s Budget Request, type over the supplied fiscal year

o If the required fields have not been completed, the system will not allow you to certify your Budget
Request

Compensation Board 3
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Budget Request Menu — continued

Edit  View Options Toals Help

5 Bs|@s2 %0 NES

f’i‘;‘ [ V] %"‘ o

MCBO COIN BUDGET RECUEST Z017-11-30 15:57
V.11182Z0le PY: Z018 LoC: 0l3 QFF: 3207 ARLINGTON COUNTY
QFFICE: SHERIFFE QFFICER: ELIZABETH ARTHUR
BUDGET REQUEST MENU
1. PERMANENT PERSQNNEL SOQRTED BY
_ LAZST NAME QR STARTING LAST MNAME:
_ POBITION NUMBER OR STARTING POSITION NUMBER:
ENTER "X" FOR ESORT ORDER ONLY
Z. ADDITIONAL EMELOYEE RECQUEEST
3. TEMPORARY PERSONNEL FUNDING REQUEST
4., FULL QR PARTIALLY FUNDED PERSCHNNEL
5. OFFICE EXFENSE FUNDING
&. EQUIPMENT (EXCLUDING CLERKS)
7. RECORD WORELOAD INEFORMATION
2. UPDATE LOCALITY INFORMATION
9. SPFECIAL FROGRAM CERTIFICATION
10. CERTIFY BUDGET REGUEST
11. COMMENTE
1Z. COMPENSATION BOARD FUNCTIONS
OPTION _
Fl=HELE F3=MENU F4=TOTALEZ FlZ=MAIN
Cannected ta s0L00.vitavirginia.gov part 23 22/9 RN 15:58:22 IBM-3278-2-E - TCLAOSAD

Helpful Hints (Continued):

e The ‘Last Name’ sort is the default sort option if no sort option is selected or no partial entry is found
v The user may enter an ‘X’ in the ‘Last Name’ sort field to start at the 1% name listed alphabetically
for your office, or
v’ Tab to the ‘Starting Last Name’ field and input the Last Name of the employee you choose to start
the sort
v If astarting point or partial initial selection is selected but not found, the Permanent Personnel
screen will be displayed starting at the next closest record
v" Only one sort order option or full/partial starting key may be chosen
e Screen selections #2 through #11 are accessed by entering the choice into the “Option” field in the

lower

left hand corner of the screen

v Invalid option will result in an error message.

Procedures:

e Select an ‘Option’
v' If Option #1, Permanent Personnel, input ‘X’ next to the sort order you want to view
e ‘F’ Function Hot Keys allow back and forth movement between commonly used screens

e  Press

‘F3’ or ‘F12’ to exit the screen to the COIN Main Menu
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
BUDGET REQUEST (OLB)

3. Option #1, Permanent Personnel

Purpose:

The Permanent Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
allows the user to review and update the Permanent Personnel for the Budget Request. The user may
update the Local Salary, Salary Amount Requested and Class Change. The Compensation Board (CB) may
update Annual Salary, Salary Amount Requested and the Class fields. Totals for various fields may be
accessed from this screen.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #1, Permanent Personnel

Option #1, Permanent Personnel

Helpful Hints:

e  Option #1, Permanent Personnel screens display salaries for all CB funded employees

e  This screen displays each position record for your office
v If needed, multiple screens will be displayed to view all position records for your office

e Ifsalary adjustments are made to the ‘Salary Amount Requested’, COIN will calculate the difference from the CB
annual salary approved and place the difference in the amount requested above field

e  Personnel changes (CB10s) processed during the time period that the online budget system is available to your
office will automatically update personnel and salary data in COIN
v' The processing of a CB10 could eliminate any salary increase and/or change requests previously entered on

this screen for the affected position if the officer has not yet signed off on the completed budget request

e  The following codes may be listed in the ‘CHG’ data field
v" Blank Space = No CB10 action taken
v ‘C’=CBI10 Change

e Ifthe type of request entered for the affected position prior to the personnel change is still desired after the
personnel change, the request must be re-entered in the permanent personnel screen of the budget request process
prior to sign off by the officer

PROCEDURES:

Annual Approved: Supplied by CB (Can be changed by CB)

Local Salary: Enter the total salary for each position including locality supplement if applicable. If no
local supplement funded press the “Enter” key and the CB Annual Approved Salary will be
used.

Salary Suppl: Calculated for you = Total Locality amount minus the Compensation Board Approved
Salary gives you the salary Supplement

Amt Req Above: Calculated for you = Salary Amount Requested — CB Annual Salary gives you amount
requested above

Salary Amt Req: Entered by Officer or Compensation Board

Class: Supplied by system

Class Change: Enter the class you are requesting for a salary alignment for the employee currently in this
position.

(Do Not Enter A CB10 for This Request)
e  After all requested data has been entered, press the “Enter” key to update

e Press ‘F8’ to proceed to the next page
e  Press ‘F3’ to exit the screen to the Budget Request Menu
e  Press ‘F4’ to display “Totals” for your office

Compensation Board 5
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4. Option #2, Additional Personnel Request

Purpose:

The Additional Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
will allow the User to Request Additional Personnel. The User may request additional personnel by Class
type.

Navigational Path:

e Coin Main Menu — Select Option #2, COIN Budget Request
o COIN Budget Request Menu - Select Option #2, Additional Personnel Request

QWS3270  Edit  View Options Toaols Help
4 2/ 3 4 | [Ed (Ee (E2 [Es \ FaxFlg_Fﬂ sml b (e (sl (g | (Fd ;18 sw sm\ ki 2 :za 524
% B0 &5 |[@52 Ame |

MCZBZ COIN BUDGET RECUEZT Z2017-11-30 1g:00

V.01Z020083 FY: Z018 Loc: 013 OFF: 307 ARLINGTON COUNTY

ADDITIONAL PERZSONMNEL RECQUEZST

CLAESE ENTRY NUM OF TOTAL AMT
LEV ZAL BPOSITIONS REC

BCLE 19432 =+ 2 38, 8c4

19432 _Z 38, 864

EMED 19432 = 0 0

19432 0 0

EREC 19432 =+ 0 0

19432 0 0

BETRT 19432 = 0 0

19432 0 0

CK A Z0gel =+ 0 0

Z03861 0 0

a7 31009 = 0 0

31009 0 0

c7 3lo009 = 37 1,147,333
31009 37 1,147,333 TOTAL

ooog

Fl=HELF F3I=MENU F4=TOTALZ F5=FRET FG=LAET F7=PREV FZ=NEXT F1Z=MENU

Cannected ta s0L00.vitavirginia.gov part 23 9725 MU 16:00:44 TBIM-3278-2-E - TCLADSA0

Helpful Hints:

e Complete this section to request additional full-time CB funded positions of a predefined class, or

e Complete this section to request additional full-time CB funded positions other than a predefined class

e Blank data fields (Class, Entry Level Salary and Number of positions) are provided to enter request for
Additional Personnel other than pre-listed CB classes and/or salaries

Compensation Board 6
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e COIN calculates the total amount for each class based on the number of positions requested

e  ‘Number of Positions’ fields are required, you must enter a ‘0’ or the number of additional full-time
CB funded positions requested

e Any new positions approved by the General Assembly or any reallocated positions will be allocated by
the Compensation Board in FY23, as they were in FY22, based upon the request and in accordance
with the Compensation Board*s staffing standards

e Valid CB Class must be entered; salary request must be between minimum and maximum of pay band
of class requested.

Option #2, Additional Personnel Request

QWS3270  Edit  View Options Tools Help
F1 F2 Fs [Ea | Bs (Fel (7 (s | Eol (Fao (P (Faz2 | B3 (e (Fis e | (d (Bs (Fug (Foo | (R (2 (B3 [ad
Q&3 s |([@sY X0 D= A e | |l kT =55 &%

MCBZ CoOIN BUDGET RECUEST Z017-11-30 1&:00
V.0lZ0Z008 FY: Z018 LoC: 013 OFF: 307 ARLINGTON COUNTY

ADDITIONAL PERZSONMNEL RECUEZST

CLAES ENTRY NUM OF TOTAL AMT
LEYV BAL POSITIONS REQ
PCLZ 12422 + z 38, 8c4
19432 _ 2 389,864
EMED 19432 =+ 0 0
19432 0 0
FREC 19432 =+ 0 0
19432 0 0
ETRT 19432 + 8] 8]
19432 u] u]
CK A Z08sl =+ u] u]
Z08sl u] u]
cE7 3lo0g =+ 0 0
31008 ol ol
7 31008 =+ 37 1,147,333
31009 37 1,147,333 ToTAL
o009

F1=HELF F 3=MENU F4=TOTALS FLS=FRET F&=LAST F7=PREV F8=NEXT FlZ=MENU

Connected to s0100.vitavirginia.gov port 23 9/25 R 16:01:53 IBM-3278-2-E - TCLAOSAD
Procedures:
Class: Supplied by CB. If the supplied class is not the class you wish

to add, tab to the blank field under the class column and input
the class code you wish to request. Valid CB Class must be
entered, if unknown, see salary scale in the appendix

Entry Level Supplied by CB. If the supplied salary is not the salary you
wish to request, tab to the blank field under the ‘Entry Level’
column and enter the salary you wish to request

Number of Positions: Enter the number of positions you are requesting

Blank Fields (Other) Enter Class, Salary and number of positions requested

Press the “Enter” key after completing the information requested
Press “F8” to proceed to the next screen

Press ‘F3=Exit’ to exit the screen to the Budget Request Menu
Press ‘F4’ to display “Totals” for your office

Compensation Board 7
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Option #2, Additional Personnel Request

SHERIFFS

QWS3270  Edit  View Options Taals  Help
FuF2 s (Fa | Fs Fo (o (Fs | Fo Fu Fu Fuz (P P P (| B s Fo o | B Rz R
Q&3 ey K0 D=6 N e el ITRFHELE A

MCEZ COIN BUDGET REQUEET 2017-11-30 16:00
V.012Z0Z008 FY: 2018 LOC: 013 OFF: 307 ARLINGTON COUNTY

ADDITIONAL PERSCONNEL REQUEST

CLAZE ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

BCLE 19432 * z 38,804

19432 _z 338,864

BMED 19432 * 0 0

19432 o] 0

FREC 19432 * 0 0

19432 0 0

PTRT 19432 * 0 0

19432 0 0

CK A 20861 * o] 0

2086l 0 0

ce7 31009 * o] 0

31009 0 0

c7 31009 * 37 1,147,333
31009 37 1,147,333 TOTAL

0008

F1=HELP F3=MENU F4=TOTALS FS=FRET F6=LAST F7=PREV FO=NEXT FI1Z=MENU

Cannected to s0100.vita.virginia.gov port 23 /25 UM 16:02:16 IBM-3278-2-E - TCLADSG0

SUPERINTENDENTS

QWS3270  Edit View Options  Tools  Help
(2 F2 [F9 (4 | (=l (el [E2 (Fe | (Fo! (Fud (Far (Fad | (Fus) (Bd (B (! | [Fod (ol 21 (B2 (B (d
@& s B |([@Y 6 OD=ES A e e J | [f0[F2 Ra | | "

MCEZ COIN BUDGET RECUEST 2017-11-20 16:02
V.01202Z2008 FY: 2018 LoOC: 445 OFF: 307 ROCKBRIDGE REGIONAL JAIL

ADDITIONAL PERSONNEL REQUEST

CLASE ENTRY NUM OF TOTAL AMT
LEV EAL BOBITIONE REQ
R C7 31008 =* o] 4]
31009 _ 0 4]
R CEA z088l * Q 0
Z0861 Q 0
R CT7 Z89663 * s} u]
289663 o] 4]
R EC7 31008 =* 5 155,045
31009 5 155,045
RECLS 1943z * Q 0
l943z Q 0
RPMED 1943z =+ 1 19,432
19432 1 19,432
REREC 19432 * o] 4]
19432 Q [s] TOTAL

[e]e)u)=)

F1=HELP F3=MENU F4=TOTALZ F5=FRET F&6=LAST F7=FREV F8=NEXT FlZ=MENU

Connected to s0100.vita.virginia. gov port 23 9/25 MU 16:03:03 IBM-3278-2-F - TCLADSGD

Note: Regional Jail Superintendent Positions all begin with the letter “R” to denote
Regional Jail positions
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5. Option #3, Temporary Personnel Fund Request

Purpose:

The Temporary Personnel Request Screen is accessed from the COIN Budget Request menu. The
Temporary Personnel Request Screen allows the user to review or update the total dollar amount requested
for the Temporary Personnel funding in the Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #3, Temporary Personnel Request

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

O E S & ame W Fe o o8 s R o ades e

C... MCB 3 COIN BUDGEI REOUEST

H o)

B

V.12142006 F¥Y: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

TEMPORARY PERSONNEL REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED

APPROVED REQUESTED ABOVE., BELOW

150973 a —15097s

Fl-HELP E3-MEMU Aol ALS F9 - FURNDLMG FL2—MALM

= 100 . 1

Helpful Hints:

e The budgeted amount for the prior fiscal year for Temporary Employee funding is displayed in ‘Base
Amount Approved’ column
e The ‘Total Requested’ data field should reflect your total request needed for Temporary Personnel
funding
v If no additional funds are needed above the ‘Base Amount Approved’, enter in the ‘Base Amount
Approved’ as your total request for Temporary Personnel
v If additional or reduced funding is reflected in the ‘Total Request’ data field, the ‘Amount
Requested Above/Below’ will be recalculated
e  Check the Base Amt Approved to your Original July 1 Approved Budget to make sure that fund
transfers approved during the current year are not included in this figure, unless the approved
Compensation Board minutes state that this is a Base Budget Adjustment

Compensation Board 9
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Option #3, Temporary Personnel Fund Request

/1 SNIP - EXTRA! X-treme

iDa0 &8 dnmo W= a et & R o3 e Rl

=G

MCE3 COIN BUDGET REDUEST 2006-12-20 11:29
'éi B ¥ 12142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
TEMPORARY PERSONMNEL REQUEST

BASE AMQUNT TOTAL AMOUNT REQUESTED

APPROVED REQUESTED ABOVE, BELOW

150978 _ o -150978

F1=HELP F3=MENU F4=TOTALS Fo=FUNDING Fl12=MATHN
G001 10-33

Connected ko hosk ditrvs2,state.va,us [165.176.127,4] (CIPO1C41) keys: 190325 Saved: 0013 UM 11:29 AM
74 start [ 8 1nbox wt.. V23 SMIP-EXTRA! strems | O Draf

& € 11:29 Am

Procedures:
Base Amt Approved: Supplied by COIN
Total Req: Enter your ‘Total Request’ for temporary funding
Amt Req Above/Below: This field will be calculated for you

L]

Press the “Enter” key after completing the information requested
Press ‘F3’ to exit the screen to the Budget Request Menu
Press ‘F4’ to display “Totals” for your office

Compensation Board 10
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6. Option #4, Fully Or Partially Funded Personnel

Purpose:

The Fully or Partially Funded Personnel screen is accessed from the Budget Request Screen or Temporary
Personnel Screen. Total Funds, Hourly Rate, class, first name, last name, fund source, and annual hours are
displayed for a locality.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #4, Fully or Partially Funded Positions

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

23 SNIP - EXTRA! X-treme

S Ele Edt View Iook gession Options  Help

inEd s anbomAle=ar8 % R 0¥ ms el
MCBD COIN BUDGET REQUEST 11-26,/2007 14.26

réi B V.01312007 FY: 200% LOC: 165 OFF: 307 ROCKINGHAM COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF o001
(DOEZ NOT INCLUDE COMP BOARD PERMANENT PERSONNEL )
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE -

RATE HOURS FUNDS CB LQOC FED OTH

TOTAL FUNDS 0

F1=HELP F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F§=NEXT F12=MAIN
AEN 00,1 09,03

)] Keys: 388327 Saved: 0288

121 PM

UM
"

Compensation Board 11
Last Updated: 11/30/2022 @7:41 PM



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #4, Fully Or Partially Funded Personnel

23 SNIP - EXTRA! X-treme

© Fle Edit Yiew TJook Session Options Help

iDBH 8 dnmo mdeosn i S DR o gl
MCBD COIN BUDGET REQUEST 11-28.-2007 14:26
My S,

léh' V.01312007 FY: 200% LOC: 185 OFF: 307 ROCKINGHAM COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL )
DEL LAST MNAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH

TOTAL FUNDS 0

F1=HELP F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN
AEN 75001 09,03

Connected to host ditmvs2 state.va.us [165.176.127.4] (CIP01060) Keys: 388327 Saved: 0288 UM 2:21 PM
e !
ijstart. [EIn | G Draft sherff Fros ... 1 SNIP - EX 5 @ © 22
.

Helpful Hints:

e This screen should be used to enter salary information of positions fully or partially funded by the
Compensation Board, the Locality or other sources.

e This does not include positions identified as current permanent employees under Option #1, which
may be supplemented by another source

e Upon entry of the required fields, the system will calculate the fund amount for each person and the
total funds for your office

e  For each temporary employee for whom reimbursement will be requested from CB approved
temporary personnel funding, last name, first name, class, hourly rate, planned number of hours to be
reimbursed for the fiscal year and the source(s) of funding for the personnel must be provided
v If employee is unknown, key ‘Vacant’ in the ‘Last Name’ data field
v" Annual hours cannot exceed 2,080 per individual
v' Enter “X” in at least one fund source field
v' ‘X’ may be entered in as many of the fund source fields as are applicable for that record

Compensation Board 12
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Option #4, Fully Or Partially Funded Personnel

=3 SNIP - EXTRA! X-treme

© Elle Edit View Took Sessien Optiens Help

D E O S kB e = st R 2R o3 eesed el

MCBD COIN BUDGET REQUEST 11282007 14:26
Egi' ¥v.,01312007 FY: 200% LOC: 165 QFF: 307 ROCKINGHAM COUNTY
FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMP BOARD PERMANENT PERSCNNEL )
DEL LAST WNAME FIRST WNAME CLASS HQURLY ANNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH
TOTAL FUNDS 0

F1=HELP F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F1l2=MAIN

AN 97 100 .1 0903

us [165.176.127.4] (CIPO1060) Keys: 388327 Saved: 0288 UM 2121 PM

out... | o JE3 SMIP - EXTRAI 2-treme

Procedures:
Del: Enter ‘D’ to delete entry
Last Name: Enter the employee’s last name; if Vacant, type “Vacant”
First Name: Enter the employee’s first name if known; if ‘Vacant’ this data

field may be left blank because the system will look for
‘Vacant’ in the ‘Last Name’ data field

Class: Enter the employee’s class (Does not have to be a CB
classification)

Hourly Rate: Enter the employee’s hourly wage rate

Annl Hours: Enter the total number of hours worked annually

Tot Funds: This field will be calculated for you

CB: Enter “X”, if employee is partially or fully funded by the CB
from temporary personnel funds

Loc: Enter “X”, if employee is partially or fully funded by the
Locality

Fed: Enter “X”, if employee is partially or fully federally funded

Other: Enter “X”, if employee is partially or fully funded by other
sources

e  Press the “Enter” key after completing the information requested
e Press ‘F8’ for next blank page when applicable
e Press ‘F3’ to exit the screen to the Budget Request Menu

Compensation Board 13
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7. Option #5, Office Expense Funding Request

Purpose:

The Office Expense Funding Request screen is accessed from the COIN Budget Request menu. The Office

Expense screen allows the user to review or update the total dollar amount requested for the Office Expense
Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
o COIN Budget Request Menu — Select Option #5, Office Expense Funding Request

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

D0 S s ramoMmFle =n 8 85 BE OF aged of i
MCBS COIN BUDGET REQUEST 12-20-2006 1130
V.12142006 F¥Y: 2008 LOC: 013 OQFF 304 ARLINGTON COUNTY

o

5

OFFICE EXFENSE TFUNDING REQUEST

STATIONERY. OFFICE SUPPLIES. PRINTING (FORMS AND LETTERS)
POSTAGE.-BOX REMNTAL. TELEPHOMNE (TAX EXCLUDED) .
REFPAIRS TO OFFICE FURNITURE AND EQUIPMENT .

OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BasSkE amL Lol AL AMLT O REQ
ADD ROV REQ ABOVE.”

BET.OW

OQFFICER AMTS o o]
CB AMTS

F1=HELP F3=EXIT F4=TOTALS

Helpful Hints:

o  The total office expenses for the prior year will be displayed as your ‘Base Amount Approved’

e This screen allows you to request an increase or decrease to your office expense funding or retain the
same amount in the “Total Request” field

e  COIN will recalculate the ‘Amount Requested Above/Below’ based on the ‘Total Request’ entered

e Participation of the Compensation Board in Office Expenses is limited to certain items as provided by
the Code of Virginia (1950), as amended

Any additions or transfers made during the current fiscal year may be included in the supplied
figures

v Check the supplied amount to the original Compensation Board approved Budget, or CB approved
minutes for changes affecting the base budget.
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Option #5, Office Expense Funding

IZ3 SNIP - EXTRA! X-treme

@A adsnpoBfAle=sa 8 8 2R o g oel
MCEB5 COIN BUDGET REDUEST 122072006 11:30

%?i V.12142006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

OFFICE EXPENSE FUNDING REQUEST

STATICONERY., OFFICE SUPPLIES. PRINTING (FORMS AND LETTERSE)
POSTAGE~-BOX RENTAL., TELEPHONE (TAX EXCLUDED) .
REPAIRS TO OFFICE FURMNITURE AND EQUIPMENT .,

OTHER MNECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BASE AMT TOTAL AMT REOQ
APPROV REQ ABOVE
BELOW
OFFICER AMTS 0 0 0
CE AMTS
F1=HELP F3=EXIT F4=TAQTALS Fla2=MAIN
00,1

20,37

Keys: 190339 Saved: 0013 MUM 11130 AM
‘4 start o ™ JE3 SNIP - EXTRA! Setreme | 4 Draf

= 8 11:30aM

Procedures:

Press the “TAB” key to go to the next field of entry

Base Amt Approved: Supplied by COIN
Total Request: Enter your ‘Total Request’ for office expense funding
Amt Req Above/Below: This field will be calculated for you

e  Press the “Enter” key after completing the information requested

e  Press ‘F3’ to exit the screen to the Budget Request Menu

e Press ‘F4’ to display “Totals” for your office
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8. Option #6, Equipment
Purpose:

The Equipment Request Screen is accessed from the COIN Budget Request menu. Requests for Equipment
are made by Category and costs are calculated by quantity.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #6, Equipment

[BENES

DA S anmo e = a4 08 & BE O3 %?!
MCB 4 COIN BUDGET REQUEST 12-20-2006 11:30
=n 1 B V.,10262006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY

NE W NEW NEW RPL RFL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST oTY COsT COosT
DESC:
DESC:
DESC

F3=EXIT F4=TOT F&=LsST F$8=NXT F1l0=ITEM F12=MAIN
97 100 .2 1109

Keys: 100342 Saved: 0013 UM 11:31 AM

[ I8 nbox ut.. I3 SMIP- EXTRAl %treme | 8 Drafl 07 ... & 8 11:51 am

Helpful Hints:

e The system will calculate the total amount for each equipment item requested and the total amount for
all items for your office

e These screens allow the user to request Information Technology (IT) equipment items along with the
unit cost and quantity

e NOTE: The Compensation Board may require justification for these items upon review of your budget
request.
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Option #6, Equipment

23 SNIP - EXTRA! X -treme

DB S & Bo 0 [f e =it & BE o E widid el

MCB 4 COIN BUDGET REQUEST 12-20-2006 11:30
%fi ¥,10262006 FY: 2008 LOC: 013 QOFF: 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGQRY: 2 INFO TECHNQLOGY
NE W NE W HMEW RPL RPL RPL TOT TOTAL STRESSED

UNIT COST QTY TOT COST UNIT COST OTY TOT COST oTY COST CosT

DESC: ____________________

DESC

F3=EXIT F4=TOT F6=LST F8=NXT F10=ITEM F12=-MaIN
00 . 2 11 09

Keys: 190342 Saved: 0013 UM 11:31 AM

@[] 1131 am

Procedures:

e  User will select and enter the equipment category they wish to request
v Category ‘A’, IT Equipment
v' Category ‘B’, Office Equipment
v' Category ‘C’, Furniture
v' Category ‘D’, Radio Equipment (Sheriffs with Law Enforcement only)
e To proceed to your next equipment category, enter in your next ‘SEL CATEGORY”

Desc: List requested equipment
New Unit Cost:  Enter unit cost of the New equipment requested
New Qty: Enter the quantity here, if this is New equipment not presently owned

New Total Cost:  Calculated

RPL Unit Cost:  Enter unit cost of the Replacement equipment requested

RPL Qty: Enter the quantity here, if this is Replacement equipment for existing
equipment being replaced

RPL Total Cost: Calculated

Total Qty: Calculated (New + Replacement)

Total Cost: Calculated (New + Replacement)

Stressed Cost: Calculated (See Operating Manual)

e  Press the “Enter” key after all required information has been entered

e Press ‘F8= Next’ key to proceed to the next screen if additional screens are needed for your equipment
request

e Press ‘F3 = Exit’ to exit the screen to the Budget Request Menu

e Press ‘F4’ to display “Totals” for your office
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Option #6, Equipment

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

Category A — Information Technology (IT) Equipment

'E3 SMIP  EXTRA! X treme

PR S o oo B[ F e o o8 % R O 0 erases o
MCD 4 COIN LUDGLET RCOULEST 12202006 11 30

Vv.l0262006 TF¥: 2008 LOC: 013 QOTFT 304 ARLINGTON COUNTY

EQUIFMENT REQUIEST

SEL CATCEGORY : 2 INFCO TECIINOLOGY

NE W NIEwW NEW RFL RFEL RFL TOT TOTAL STRESSED
UNIT COST OTY TOT COST UNIT COST QOTY TOT COST oTY COST COoST
DESC
DeEsc:
DESC

F3=EXIT F4=TOT F6=LST F8=NXT TF10=ITEM TFlz2=MAIN

GG T1 09

Keys: 100342 Saved: 0013 raum 11031 am
I£3 SMIP EXTRAL X Erome

LI ey (W] [ | e cir 8 L W O 3 gt e o o B
CoTH BEUDGET REOURST Ta-z0-soo06a 11130
ozezo0e FwY: 2008 LOG: 013 OFF F04 ARLIMGTON COUMTY

EQUIPMENT REQUEST

= CATE GO R Y s IR TR CIHR 3L 0 0
MR W MR W TR BT BT BT ToT TOT AT STRESSED
LT T Cas T o FOT O ST UM TGOS T oy reT cos o [SISEE [SISEE

e T L T
EOQUIFPMENT ITEM.
This list contains
items regquested for

Sguipment catogory .

R e R TC:

re

Help Pop-Up Screens - Within Alpha Data Fields (Resgportal only)

This option is used to select pre-defined equipment from the list.

e Utilize ‘F1= Help’ in any blank data field if you need help with a COIN data field

e Utilize ‘F3 =Exit’ to close the help window

e Utilize ‘F7 = Previous’ to move to the previous screen

e Ultilize ‘“F8= Next’ to move to other listed equipment categories

o Utilize ‘F17 = Substitute Value’ (‘Shift + F5°), to replace a blank field with a selected value within
the help screen. Using your arrow keys, place the curser under the 1% position of your selection and
press F17.
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Option #6, Equipment

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

Category B — Office Equipment

fa SMIP - EXTRAL X treme

& e o [ L S \_‘LUWL{M&GW!

MCE4 COIN BUDGET REQUEST 1z~ 20 2006 1131
V.l0262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
=EL CATEGORY @ B OFF I CHE EQUIFPMMNT
ME W MEW MEW RPL REL REL TOT TOTAL STRESSED

UNIT COsST QTY TOT COST UNIT COST QTY TOT COST QTY COsST COsST
DESC —

DE=sCG.

DESC

Fl=HLP F3=EXIT F4=TOT F5=FRET Feé=LST F7=PRV F8=NXT F10=ITEM F1l2=MaAIN
[AE G%r o0 1 11-09

Category C — Furniture Equipment

€3 SNIP - EXTRAI X -treme

NN ) == o8 % s o @ il ed o )
MCE4 COLIN BUDGET REQUEZT lz-20-200¢6 l11:32

V.1l0262006 FY. 2008 LoOC: 013 OFF: 304 ARLINGTON COUNTY

EQUIPMENT REQUEST

SEL CATEGORY : (= FURMITURE

MNE W MEW HEW RFPIL RFPTL RFTI. TOT TOTATL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST 2Ty COsT cosT
DESC —
oEsC,  ____
DESC

F3=EXIT F4=TOT FG&6=FR&8T Feé=LST F7=FRY F8=NXT F10=ITEM Fla=MAIN

a7 T 00 1 1109

27.4] (CIPO1C41)

Keys: 190352 Saved: 0013
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Option #6, Equipment

SHERIFF'S

Category D - Radio Equipment

THIS SECTION APPLIES TO SHERIFFES
WITH LAW ENFORCEMENT
RESPONSIBILITIES ONLY

3 SNIP - EXTRA! X-treme

D0 S &m0 mAe=ar & BA od sl
MCB4 COIN BUDGET REQUEST 12-20-2006 11:32
2;3 V.10262006 FY: 2008 LOC: 013 OFF:. 304 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY: D RADIO EQUIPMENT
NE W NEW NEW RFPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST oTY COST COST
DESC:
DESC:
DESC:
F1=HLP F3=EXIT F4=TOT F5=FRST F7=PRV F10=ITEM F12Z=MAIN
) | 700 1
Connecked to host ditmvs2 state.va,us [165,176.127,4] (CIPO1C41)
/s start. [ @ i

11-09

Keys: 190356 Saved: 0013

UM

11:32 M
& 8 11:328m
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9. Option #7, Record Workload Information

Purpose

The Record Workload Information menu is accessed from the Budget Request menu. Users can select the frequency
for recording workload information.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #7, Record Workload Information

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT’S

&gl VITAZ Joan e
o W WK o b ool (e 5] S L Y e 46| AN | B e | 0 | (2 RS = | (Ra Re (R | o |
MCBG COTN BUDGET REQUEST 11/26/2013 14:56
V.11052008 FY: 2015 LOC: 013 OFF: 3207 ARLINGTON COUNTY

RECORD WORKLOAD INEFORMATION

SELECT RECORDING FREQUENCY OF WORKLOAD INFORMATION:

QUARTERLY

1. MONTHLY
o
3 ANNUALLY

CALENDAR YEAR: 2013

OPTION:

F1=HELP F3=MENT F4=TOTALS F12=MATN

j—
o
g

22/10 [ 14:5654 IBI-3278-2 - CIP00SCE

e InJanuary, offices must record one full year of workload data for the most recent Calendar Year (CY)
completed.
e  Provide requested information in accordance with Section 15.2-1636.7, Code of Virginia. Information
requested is based on the most recent calendar year
e Select ‘Option 3’ and press the “Enter” key to proceed to the next screen
e The Workload Measures screens must be processed and an amount must be entered for each workload measure
for the most recent ending calendar year
v" The screens will also display the amounts for the previous two calendar years and an average will also be
displayed for papers received.
v Enter the number of transactions for each workload measure listed; if not applicable, to your office enter
‘0’, and “TAB” to the next field
v" Do Not Leave Blanks or the system will default the item to zero

e  Press the “Enter” key after all requested information has been entered

e  Press ‘F3=Exit’ to exit the screen to the Budget Request Menu

e  Press ‘F12=Main’ to return to the COIN Main Menu

e The following pages display the individual Workload Measures by program that must be completed
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Option #3 Annual

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT’S- Annually

g5l VITAZ Joan L [ 1) o]
e O WK | B s |[Ia] G| s U (1 | e | €G] AN | Bl e | 0| (2 5 (= | (BY (B2 (RS | o | "
MCBH-A COTIN BUDGET REQUEST 11/26/2013 15:35
V.11052013 FY: 2015 LOC: 069 OFF: 307 FREDERICK COUNTY
RECORD WORKLOAD INFORMATION — ANNUALLY
CALENDAR YEAR 2011 2012 2013
1. CIVIL
SUBPOENAS RECEIVED 12470 13657 13657
JURY SUMMONSE RECEIVED 0O o]
CRIMINAL WARRANTS RECEIVED P21 s sl
DMV NOTICES RECEINVED 341 259 259
LEVIES RECEIVED 95 S DR 1
OTHER CIVIL PROCESS RECEIVED 7106 88ho 8808
2. ITNMATES
INMATE TRANSPORTES OTHER THAN TOC LOC CRTS 15 26 26
MENTAL PATIENT TRIPS WITHIN JURISDICTION 114 197 197
MENTAL PATIENT TRIPS OUT OF JURISDICTION &0 42 42
EXTRADITIONS COMPLETED =0 ISRV <
FED PRISONER DAYS o] 0]
FED PRISONER AMT FPER DAY 0 o]
¥ F1=HELP F3=MENT F8=NXT F12=MATN

1. CIVIL NOT APPLICABLE FOR REGIONAL JAILS
la. SUBPOENAS RECEIVED: Enter the number of subpoenas received.
1b. JURY SUMMONS RECEIVED: Enter the number of jury summons received.

lc. CRIMINAL WARRANTS RECEIVED: Enter the number of criminal warrants received.

1d. DMV NOTICES RECEIVED: Enter the number of DMV notices received.
le. LEVIES RECEIVED: Enter the number of levies received.
1f. OTHER CIVIL PROCESS RECEIVED: Enter the number of civil process received.

The Virginia Sheriff’s Association recommended changes to the staffing standards for allocation of positions and the

Compensation Board approved the following:

= Change in Data collection from “papers served” to “papers received”

= Change from one year’s data to a 3-year average of papers received to moderate unusual data fluctuations

= Addition of hours for in-jurisdiction (3 hours) and out of Jurisdiction (4 % hours) to be added for court services

deputies.
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—
(B vITAZ Joan sl
QWS3270 Edit  View Optians Taals  Help

| B B S | [@)SY] Xy T e | 4G AN | R et | @0 | 52 = | BD (B2 A | o | v
MCBH-2A COIN BUDGET REQUEST 11/26/2013 15:39
V.11052013 FY: 2015 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - ANNUALLY
CALENDAR YEAR 2011 2012 2013

1. CIVIL
SUBPOENAS RECEIVED 19161 20602 20602
JURY SUMMONS RECEIVED 103 65 65
CRIMINAL WARRANTS RECEIVED 1514 1497 1497
DMV NOTICES RECEIVED 0 0 T
LEVIES RECEIVED 232 138 136
OTHER CIVIL PROCESS RECEIVED 7443 7369 7369

2. TINMATES T
INMATE TRANSPORTS OTHER THAN TO LOC CRTS 1911 1800 1800
MENTAL PATIENT TRIPS WITHIN JURISDICTION 242 310 310
MENTAL PATIENT TRIPS OUT OF JURISDICTION 232 280 280
EXTRADITIONS COMPLETED 169 171 171
FED PRISONER DAYS 1499 1382 1382
FED PRISONER AMT PER DAY 91 91 91

F1=HELP F3=MENU F8=NXT F12=MATIN

| et e 76 nom 153032 T 2782 IR0

INMATES (REQUIRED FOR REGIONAL JAILS)

2a. INMATE TRANSPORTS: Enter the number of trips to transport inmates to doctor, hospital, courts
outside jurisdiction, other jails, Department of Corrections. Do not include transports to court in your
jurisdiction.

2b. MENTAL PATIENT TRIPS WITHIN JURISDICTION: Enter the number of trips to transport mental
patients within jurisdiction.

2c. MENTAL PATIENT TRIPS OUT OF JURISDICTION: Enter the number of trips to transport mental
patients out of jurisdiction.

2d. EXTRADITION COMPLETED: Enter the number of trips for Extraditions completed.

2e. FED PRISONER DAYS: Enter the number of Federal prisoner days, charged/sentenced, violation of U.S.
Code.

2f. FED PRISONER AMT: Enter the amount charged per prisoner day (dollars and cents e.g. $30.00) to
house Federal prisoner
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SHERIFF’S - Annually

[E83] VITA2 Joan ==
. @ & | 2 B e |[M@)5Y] X W )| = | €S| AN Bl e | 0| = 5T (= | R K2 RE | o | e
MCBH-B COIN BUDGET REQUEST 11/26/2013 15:39
V.11052013 FY: 2015 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - ANNUALLY
CALENDAR YEAR 20171 2012 2013
3. CIRCUIT COURT
CIRCUIT COURT DAYS 657 685 685
AVG NUM CIRCUIT JUDGES 3 3 3
4. GCENERAL DISTRICT COURT
GENERAL DISTRICT CT DAYS 702 TTE TS
AVG NUM GEN DIST CT JUDGE 3 3 3
5. JUVENILE AND DOMESTIC RELATIONS COURT
JDR COURT DAYS 407 409 409
AVG NUM JDR JUDGES 2 2 2
F1=HELP F3=MENU F7=PRV F8=NXT Fl2=MAIN

1
| == e e Tes rin 153951 1804 3275-2 - CIP00GTT

NOTE: NOT APPLICABLE FOR REGIONAL JAILS
COURT ROOM SECURITY/COURT DAYS

Clarification regarding all court days - If court is convened multiple times in one day in
the same courtroom, this is one court day. If court is convened multiple times in one
day in separate courtrooms, these are separate court days. If a court day lasts 12
hours, it is still considered 1 court day and not two (there is no 8 hour duration
specification).

3. CIRCUIT COURT
3a. CIRCUIT COURT DAYS: Enter the total number of court days of Circuit Court.
3b. AVG NUM CIRCUIT CT JUDGES: Enter the average number of Circuit Court judges regularly sitting
in your jurisdiction.
4. GENERAL DISTRICT COURT
4a. GENERAL DISTRICT CT DAYS: Enter the total number of court days of General District Court.

4b. AVG NUM GEN DIST CT JUDGES: Enter the average number of General District Court judges
regularly sitting in your jurisdiction.

5. JUVENILE AND DOMESTIC RELATIONS COURT
5a. JDR COURT DAYS: Enter the total number of court days of Juvenile and Domestic Relations court.

5b. AVG NUM JDR JUDGES: Enter the average number of Juvenile and Domestic Relation court judges
regularly sitting in your jurisdiction.
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Option #3 Annual

SHERIFF’S AND REGIONAL JAIL SUPERINTENDENT’S- Annually

e ]
K| n B el |[@5Y] % W )| eS| A Bl e | @0 =5 (= | (R (R2 (R | o | 6
MCBTI-B COTN BUDGET REQUEST 11/26/2013 15:40
V.12102008 FY: 2015 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD INFORMATION - BFTE TOTALS
APRIL (BEFORE ALLOCATIONS)
LAW ENFORCEMENT
DUE
DUE ADD REQUEST
POPULATION POSITIONE DUE ADD ADT NEW RATIO
COURT SERVICE
PROCESS COURT NEED REQUEST
HOURS HOURS POSTITIONS POSTITIONS ADD NEW
4945 20432 18 14.50 -3.50 0
———————————————————————— MENTAL HEALTH TRANSPORTATION --—-—-—-—-—-—--—-—-——-———————————
TOTAL FEETN JURTISDICTION*** *OUT OF JURISDICTTION*
HOURS HOURS TRIPS HOURS TRIPS
2190.0 930.0 310 1260.0 280
TOTAL POSITIONS
CURRENT NEED ADD ADJ NEED %
18 14.50 0.00 -3.50 -19.44
Fl=HELP F2=AUTH BUDGET F3=MENU FA=TOTALS F7=PREV Fl12=MATN

Nornecica 1o dimvizsmtenaus por 23 o Fion 1540 L1 188 3275-2 - CIP00GIT

This screen shows:
Law Enforcement
e Population- Fiscal year population used for staffing as provided by Weldon Cooper
e  Positions- The number of full-time positions currently in the office
e Due- The number of positions the office should have based on the workload data entered
e Due Add- The number of positions the office is “due” based on the difference between “Law Enforcement
positions” and “Law Enforcement Positions Due”
Due Add Adj.- An adjustment of Additional Due
e Request New- The number of positions requested by the officer
e Ratio- Population divided by the number of law enforcement positions

Court Service

e  Process Hours- The number of hours calculated to process papers received

Court Hours- The number of hours used to calculate how many court services positions are needed
Positions- The number of full-time court services positions currently in the office

Need Positions- The number of positions the office should have based on the workload data entered

Add- The number of additional positions the office is “due” based on the difference between court services
positions and court services positions needed

e Request New- The number of positions requested by the officer
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Option #7, Record Workload Information

Option #3 Annual

SHERIFF’S AND REGIONAL JAIL SUPERINTENDENT’S- Annually

@9 VITAz toen E=mrEm——
QWS3270  Edit  View Options Tesl  Help
o R | e B e |[ME@SE| W )| e | €| AN | e | @ | 32 &S = | (BD B2 RE | o | v
MCBI-B COIN BUDGET REQUEST 11/26/2013 15:40
[ V.12102008 FY: 2015 LOC: 013 OFF: 307 ARLINGTON COUNTY
RECORD WORKLOAD TINFORMATION - FTE TOTALS
APRTL (BEFORE ALLOCATIONS)
LAaw ENFORCEMENT
DUE
DUE ADD REQUEST
POPULATION POSTTIONS DURE ADD ADJ N ETA RATIO
COURT SERVICE
COURT NEED REQUEST
HOURS POSTTIONS POSTTIONS ADD N EW
20432 18 14.50 -3.50 0
———————————————————————— MENTAL HEALTH TRANSPORTATION -———-—-—-———————————————————
TOTATL ded kTN JURTSDTICTTION * 4 FOUT OF JURISDICTION™
HOURS HOURS TRIFS HOURS TRIPS
Z2190.0 930.0 310 1260.0 280
TOTAL POSTITIONS
CURRENT NEED ADD ADIT NEED %
18 14.50 0.00 -3.50 —19.44
Fl1=HELP FPe=AUTH BUDGET F3=MENU F4=TOTALS F7/=PREV FlZ2=MATN

Total Positions

Current- Total number of positions (both law enforcement and court services) currently in the office
Need- Total number of positions the office should have

Add- Number of positions that should be added

Adj.- The difference between “Current” and “Need”

Need %- The percentage of need for your office based on the workload data that was entered

All information is provided for you by COIN, based on the workload data entered during the budget request
process

Compensation Board 26
Last Updated: 11/30/2022 @7:41 PM



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Staffing Standards

These staffing standards, recommended by the Virginia Sheriff’s Association and approved by the Compensation
Board, may not reflect all duties performed by the Sheriff. Positions needed for each office are based only upon the
duties and workload measures identified specifically in the Staffing Standards. Many Sheriffs perform additional
duties at their discretion or provide other services not required by state law. The number of Compensation Board-
funded positions due in a specific Sheriff’s office is based upon duties required by law to be performed by the
Sheriff, or duties which nearly all Sheriffs perform.

In determining the allocation of additional positions, the Compensation Board considers the following criteria:

1. The position (or positions) must be requested by the Sheriff as part of the Compensation Board’s annual
budget process.

2. The position requested must perform only statutorily prescribed duties for the Sherift’s office.

3. The Sheriff’s office must have a personal computer, be connected to the city/county system, or have such
systems scheduled for installation within 12 months.

4. Funds and positions must be appropriated by the General Assembly.

5. The Compensation Board will use the staffing methodology and workload criteria developed by the Virginia
Sheriff’s Association (VSA) to determine the appropriate level of Compensation Board-funded staff support
for each office requesting additional positions.

6. The Compensation Board shall determine the number of additional positions to be allocated to any one office
based upon criteria 1-5, inclusive, and additional positions shall be allocated in the order of percentage of
need, where offices with the highest percentage of need will receive positions first. The percentage of need is
determined by calculating the percentage that the number of additional positions needed is to the total
number of current positions.

The Compensation Board uses U.S. Census data found at http://www.census.gov/ or data provided by the
Weldon Cooper Center for Public Service, University of Virginia, located at
http://www.coopercenter.org/demographics/.

The methodology used to determine appropriate staffing levels in each Sheriff’s office was developed by the VSA and
adopted by the Compensation Board.
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Staffing Standards, continue

Law Enforcement. One deputy per 1500 population, as set out in § 15.2-1609.1, Code of Virginia. A minimum of
five (5) deputies is allocated for any county where the sheriff provides the majority of law enforcement services, as set
out in the Virginia Acts of Assembly (2010 Appropriation Act).

Court Services. The minimum number of deputies fixed for service of process is based upon a three (3) year average
of papers received, to be served as follows:

e  Six (6) papers served per hour in all cities and in counties with a population of 100,000 and above;

e *Five (5) papers served per hour in counties with a population of 100,000 and above;

e  Three (3) papers served per hour in counties with a population of 70,000 to 99,999;

e Two (2) papers served per hour in counties with less than 70,000 population and 1,750 hours per year of available
time per deputy;

e  *One (1) and ¥ papers served per hour in counties with less than 10,000 population;

e Three (3) hours per in jurisdiction mental health transport; and

e Four (4) and ¥z hours per out of jurisdiction mental health transport.

e 1,750 hours per year of available time per deputy.

Additional jail deputies for new jail construction or expanded jail capacity are allocated based on the Department of
Corrections (DOC) staffing study recommendation, and a maximum ratio of one (1) jail deputy for every three beds of
operating capacity (or the request of the Sheriff, whichever is less). The DOC determines operational capacity. No
additional jail deputies shall be provided to a local jail in which staffing exceeds the ratio of 1:3 unless the jail is
deemed overcrowded. Overcrowding, for staffing purposes only, is defined as when the annual average daily
population exceeds the operational capacity. In a jail experiencing overcrowding, the Compensation Board, upon the
request of the Sheriff, may allocate one (1) additional jail deputy for every five average daily prisoners above
operational capacity.

*Changes effective 12/2012
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10. Option #8 - Update Locality Information

Purpose:

This screen will be displayed when ‘Option #8, Update Locality Information’ is selected on the Budget Request
Menu. This screen is available for updating the locality address, phone, and fax numbers. It is also used to advise
the Compensation Board staff of appropriate contacts for questions regarding the budget request, personnel
processing, and reimbursement processing.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
o COIN Budget Request Menu — Select Option #8, Update Locality Information

Coin - *
i”il"’;dé siewi’mg;;msé;:::ﬁﬂa”; GlA B | Gl k&%
MCS2 COIN SYSTEM MAINTENANCE 11/26/2018 11:57

V.11132017 LOC: 015 OFF: 307 AUGUSTA COUNTY
UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER....: DONALD L SMITH
TITLE......: SHERIFF

LOCALITY...: AUGUSTA COUNTY
ADDRESS....: P.O. BOX 860
CITY.......: VERONA

STATE......+ VA  ZIP: 24482 -
TELEPHONE. .: 5402455205 FEXT: 338
FAX........+ 5402455330

OFFR EMATL.: ******QCO,AUGUSTA.VA.US

CONTACT PERSON
FULL NAME..: REBECA COYNER
TELEPHONE. .: 5402455205 EXT: 340

EMATL......: ******x@CO,AUGUSTA.VA.US
F1=HELP F3=MENU F12=MAIN
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Option #8 — Update Locality Information

Coin - *
iwim;dé] jml’f;;”":;z:slﬁﬂal G OB Gk kR &%
MCS2 COIN SYSTEM MAINTENANCE 11/26/2018 11:57

V.11132017 LOC: 015 OFF: 307 AUGUSTA COUNTY
UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER....: DONALD L SMITH
TITLE......: SHERIFF

LOCALITY...: AUGUSTA COUNTY
ADDRESS....: P.O. BOX 860
CITY.......: VERONA

STATE......+ VA  ZIP: 24482 -
TELEPHONE. .: 5402455205 FEXT: 338
FAX........+ 5402455330

OFFR EMATL.: ******QCO,AUGUSTA.VA.US

CONTACT PERSON
FULL NAME..: REBECA COYNER
TELEPHONE. .: 5402455205 EXT: 340

EMATL......: *******@CO, AUGUSTA.VA.US
F1=HELP F3=MENU F12=MAIN
Helpful Hints:

e Enter the SCB USERID of the person completing the specified task, then depress the “enter” key to auto-fill the
name associated with this USERID

o Data fields on the Update Locality Information screen must be completed before Certifying the Budget Request

e Itisvery important that we obtain the name of the person we can contact if we have questions regarding your
Budget Request

e  Screens will time out after 15 minutes of inactivity.

e Budget Contact- office contact for current budget request submission

e Personnel Contact- office contact for personnel questions (CB10s)

e Reimbursement Contact- office contact for reimbursement information

e These contacts may be the same or different employee(s)

e Cannot update any contact information fields until the SCB USERID is entered
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Option #8 — Update Locality Information

Procedures:
=~ - = =
QWs3270  Edit  Miew Options Tools Help
@ W | v B oo | T WS W | e | G | D B e | 00| B S [ | B e A | | S
MCSs2 COIN SYSTEM INTENANCE 11/26/2018 11:57

V.11132017 LOC: 015 OFF: 307 AUGUSTA COUNTY

UPDATE LOCALITY/OFFICE INFORMATION
LOCALITY INFORMATION
OFFICER....: DONALD 1. SMITH
TITLE......: SHERIFF
LOCALITY...: AUGUSTA COUNTY
ADDRESS....: P.O. BOX 860
CITY.......: VERONA
STATE......: VA ZIP: 24482 -
TELEPHONE..: 5402455205 EXT: 338
FAX........: 5402455330

OFFR EMAIL.: **#****@CO.AUGUSTA.VA.US

CONTACT PERSON

FULL NAME..: REBECA COYNER
TELEPHONE..: 5402455205 EXT: 340
EMATIL......: ******x*x@CO.AUGUSTA.VA.US
Fl=HELP F3=MENU F12=MATN

Connecte o to 50100.vita.virginia.gov port 23 20723 MU 11:50:45 IBM-3278-2-E - TC1A0031

This screen is used to update the address, website address, phone, and fax numbers for your office.
Please also provide the primary contact person, his/her phone number and, an email address so that we

may contact you directly should there be questions regarding your budget.

To change the information currently displayed on the screen type over the information and depress the “enter” key.

You will receive an update confirmation message.

1. Press the “TAB” key to move to the desired field.
2. Enter the following information to update the locality information

Officer Name:

Title:
Locality:

Address:

City:

State:

Zip:
Telephone:
Fax #:

Offr Email:
Contact Person
Telephone: Ext

Email:

For display purposes only (will change when personnel action has been
entered)

For display purposes only.

Enter the locality name.

If the locality field includes the officer’s title, please remove it so it
only shows the locality name, including distinction between city or
county (see example).

Enter the correct mailing address for your office (street number or P O
Box)

Enter the correct City for your mailing address.

Enter the correct State for your mailing address.

Enter the correct Zip code for your mailing address. If the last 4
positions of the zip code are not known, you may leave this field blank.
Enter the Correct Phone number for your office.

Enter the Correct Facsimile number for your office.

Enter the correct e-mail address for the Sheriff / Superintendent.

Type the first and last name of the contact person for the Budget
request

Type the phone number and ext of the contact person for the budget
request.

Type the email address of the contact person for the budget request.

3. Press the “ENTER” key, when you have corrected or completed the information requested

4. Press ‘F3 =Exit’ to exit the screen to budget request menu
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NOTE: When changes in the address occur during the year you may use option 8
from the COIN Main Menu to update this information.

Update Officer and/or County/City Administrator Email Address
(Compensation Board Website www.sch.virginia.gov)

5. If you wish to receive communications from the Compensation Board via email, you may update the email
addresses for Constitutional Officers, Contact or county/city administrators for your offices by clicking on the
link below and following these instructions:

a.  http://www.scb.virginia.gov/cbemaill.cfm

b. Enter your FIPS Code 001-840 (Accomack-Winchester) The number you use to access COIN each
month

Enter you Office Code -307 (Sheriff)

County/City Administrators enter office code -100

Click ‘SUBMIT’

To add a new email address Click ‘ADD EMAIL ADDRESS’

To delete an email address, click on the email address to be deleted and click ‘DELETE’

To change a current email address click on the email address, correct the email address and then
click ‘UPDATE’

S = o o o
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;.;' \\ . 5

— 13

11. Option #9, Special Program Certification

Purpose

To certify special programs, which exist in your office. These screens are used to certify that officers employees
who are eligible to receive or maintain up to a 9.3% salary increase.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
¢ COIN Budget Request Menu — Select Option #9, Special Program Certification

Procedures:

o Read through each Special Program Certification Screen and if you comply with the program criteria as stated
v Enter the Officer’s SCB USERID as the Approval User-ID

o Sheriff’s select option 1 if your office meets all of the minimum criteria for the Accreditation program.

e  Both Sheriff’s and Regional Jail Superintendent’s must select option 2 if your deputies meet the criteria for the
Master Deputy Program, even if your office is not currently funded for the Master Deputy program.
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SHERIFF’'S and REGIONAL JAIL SUPERINTENDENT’S

(& e - ~ [ )
QWS3270  Edit  View Options Tools Help

OWS3270  Edit  View Options Tools Help

Q&3S0 0 =¢ N BB
MCB9-A COIN BUDGET REQUEST 11/25/2015 09:28
V.11162015 Fy: 2017 LOC: 001 OFF: 307 ACCOMACK COUNTY

CAREER DEVELCOPMENT CERTIFICATION MENU

1. CERTIFICATION OF ACCREDITATICN FOR SHERIFFS - CDP-30A
2. CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

3. PLANNED JAIL EXPANSICHN

OPTION

F1=HELP F3=EXIT F4=TOTALS F1Z2=MATIN

Connected to s0100.vita.virginia.gov port 23 22/9 MU 09:25:42 IBM-32758-2-E - TCLAD9E9

J

e Option #1 Certification of Accreditation for Sheriffs
e Option #2 Certification of Master Deputy Career Development Plan
e Option #3 Planned Jail Expansion

Compensation Board 34
Last Updated: 11/30/2022 @7:41 PM



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #9 Special Program Certification

Option #1 Certification of Accreditation for Sheriffs (Sheriffs only)

Screen 1 of 3

23 SNIP - EXTRA! X-treme

DB H & b WAls=da 8 & B3R 0R }s‘fr‘!
MCCC-A COIN BUDGET REQUEST 12/20,2006 11:37

My Sc...

E;E V.11302006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF ACCREDITATION FOR SHERIFFFS (CDP-30A4)

I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

A I HAVE COMPLETED 8 HOURS OF COMPENSATICON BOARD APFROVED LAWFUL EMPLOYMENT

TRAINING IN CALENDAR YEAR YYYY ., OR, THE FOLLOWING MEMBERS OF MY

STAFF COMPLETED & HQURS OF COMPENSATION BOARD APPROVED LAWFUL EMPLOYMENT

TRAINING IN CALENDAR YEAR YYYY . (EFFECTIVE NOVEMBER 1, 2006)
CLASS

SEN: LAST MNAME: FIRST NAME ATTENDED: HRE DATE
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM »~ DD ~/ YYYY
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM ~ DD / YYYY
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, MM ~ DD / YYYY
____________________________________________________________ MM ~ DD ~~ YYYY

MM ~ DD / YYYY

F1=HELP F3=MENU F4=TOTALS FS5=FIRST Fe=LAZT F7=PREV Fg=NXT Fl1z=MAIN

ool 09,32

Keys: 190386 Saved: 0013 UM 11:37 &AM
(P — . 3 0 3 E
‘istart [@ie el me waft 3 sherlff FYO7 ... & A
r

Procedures:

e Enter the Last name, First name, the class attended, the number CLE hours associated with
the training and the date of the class. (Enter 2 numbers for the Month, 2 numbers for the day
and 4 numbers for the year). At least 8 hours of Lawful Employment Practices training are
required by the Sheriff or qualified staff for full compliance and CB funding for Career
Development/Accreditation.

e Note: If the Officer does not meet all criteria of the Accreditation Program please do not
enter information on this screen, even if someone from your office attended the training. The

system will not allow you to certify “N” for NO when information has been entered in any of
the fields.

e Currently, there is no Accreditation Program for Jail Superintendents
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Option #9 Special Program Certification Option #1 Certification of Accreditation for
Sheriffs (Sheriffs only) Screen 2 of 3

23 SNIP - EXTRA! X-treme

iDAaP S 4nmo mFle=drt & bE 0E e 2]

MCCC-B COIN BUDGET REQUEST 12/20,2006 11:37
'g[!' V.11302006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

APPROVE BUDGET REQUEST

I HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

B I ADOPTED THE COMPENSATION BOARD'S MINIMUM CRITERIA FOR MASTER DEPUTY
PROGRAM ON 07 »~ 01 ~ 1994

C. THE MOST RECENT AUDITS BY THE APA AND LOCAL GOVERNMENT AUDITOR REPCORTED HNO
FINDINGS OF MATERIAL WEAKNESSZ UNDER THE DIRECTION OF THE SHERIFF AND HNO
INTERNAL CONTROL WEAKNESSES IDENTIFIED IN THE PRIOR YEAR MANAGEMENT LETTER
WERE REPEATED IN THE MOST RECENT AUDIT.

D. THIS OFFICE HAS A WEBSITE PROVIDING, AT MINIMUM, SERVICES PROVIDED, HOURS
OF OPERATION AND CONTACT INFORMATION., (EFFECTIVE JULY 1, 2006)

WEBSITE ADDRESS: BARTHUR@ARLINGTONVA US

THIS OFFICE HAS A VCIN TERMINAL AND LIVESCAN FINGERPRINT CAPABILITY, OR
PLAN TO DO SO0 (EFFECTIVE JULY 1., 2006)

PLAN DATE: 07 ~ 01 ~ 1998

F1=HELP F3=MENU F4=TOTALS FS5=FIRST Fe=LAZT F7=PREV Fg=NXT Fl1z=MAIN

1001 09,17

Keys: 190337 Saved: 0013 UM 11:38 &M

;
& [ 11:38 am
¥

Procedures — continued

e B. Type the month, day and year (enter 2 numbers for the month and day, and 4 numbers for
the year) that your office adopted the minimum criteria of the Master Deputy Program

e D. Type the website address that meets the minimum criteria

e E. Type the planned date (enter 2 numbers for the month and day, and 4 numbers for the
year) to have a VCIN and/or Live Scan fingerprint capability for your office.
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Option #9 Special Program Certification

Option #1 Certification of Accreditation for Sheriffs (Sheriffs only)

Screen 3 of 3

| CE
QWs3270  Edit  View Qptions Tools Help
@ | B oo [ (I R K R | e | GG | | B e | | 2 [5E | Ba e e | o8| S

alsleinncladet 501 5|

V.03082019 FY: 2020 LOC: 001 OFF: 307 ACCOMACK COUNTY
CERTIFICATION OF ACCREDITATION/CERTIFICATION FOR SHERIFFS (CDP-30A)

1 HEREBY CERTIFY THAT 1 HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

N THE VIRGINIA LAW ENFORCEMENT PROFESSIONAL STANDARDS COMMISSION
FROM : / / TO: / /

N THE AMERICAN CORRECTIONAL ASSOCIATION
FROM: / / TO: / /

N THE COMMISSION ON ACCREDITATION FOR LAW ENFORCEMENT AGENCIES
FROM: / / TO: / /

N VIRGINIA COMMONWEALTH UNIVERSITY/VSI CERTIFICATION PROGRAM
FROM : / / TO: / /

MCCC-C COIN BUDGET REQUEST 11/11/2019 10:44

F. I HAVE ACHIEVED ACCREDITATION/CERTIFICATION FROM (ENTER Y OR N FOR EACH) :

Fl1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F/7/=PREV F8=NEXT FI12=MATIN

Connected to 50100.vita.virginia.gov port 23 11/6 FUM 10:44:40 [BM-3278-3-E - TC1A0012
— —— =

e Enter “Y” or “N” for each item
e Enter date of accreditation/certification with the accrediting agency for each “Y”
e [fanswering Y, the date must be entered for at least one agency.

Screen 4 of 4

CoTM U bo DT EEOUE ST
LOoc: 013 OFF F04 ARL INGTON COUNTY

CERTIFICATION OF ACCREDITATION FOR SHERIFFES  ( GDE - 30 A )

DU D RS T A D T A PHI S CERTIFICATION MAY ORNLY BE SUBMITTED AS  BART OF MY

FOLL QWI MG T ULy LS

I oAGEREE TO PROVIDE SUCH DOCUMBETAT TOM  AS  MECHESSARY U0 S UBSTANT LA TE  THL S CE R
IFICATION UPON REQUEST OF THE COMPENSATION BOARD. MY CGOVERNING BODY ORR AW
ITHMDIVIDUAL OR OREGAMIZATION COVERED UNDER THE FREEDOM OF IHMEOQRMATION ACT T

FOLLOWING FISCAL YEAR AMND I=5 MNOT RENEWED THAT I WILL MHOT RECIEVE AMNY SALARY
ITHMCREASE . I UMDERSTAND THAT I WILL HAVE SEVEN BUSINESS DAYS T0O RESPOND TO

WILL FESULT IMN MY AFFLICATION FOR CERTIFICATION BEING DENIED FOR THAT YEAR

HAVE FROVIDED A COFY OF THIS CERTIFICATION ToO MY GOVERNING BODY .

FARTICIFATE IM CAREER DEVELOFMENT FROG
AFPFROVAL : OFFICER USER-ID:

BAM (W) —_

Fl=HELE Fo=mMER O Fa=ToTALS Fe=FIR=ET Fe=La=T F7=FREV e e F1E=mMa T

coo 1 EpEa

e Enter a “Y” or “N” for participation in career development program
Use the officer’s SCB USERID to signoff. All Offices must certify “Y’ for Yes or ‘N’ for
No on this screen. This screen verifies that you or your staff actually read this certification.

ABI R U AT B DS BT R R ) B PO THE  COMPEMNSATION BOARD BY O FEBRUARY 1 OF HEACH WEAR  ARD

AT MO OTHER TIME ITHM ORDER TO BE CONSIDERED FOR A 9. 3% PAY RAISE BEFFECGTIVE THE

UMDOERSTAMD  TF THE ACCREDITATION OF THIS OFFLCE HEXETRES PRIOR TO  TULY 1 OF THE

COMPEMNSATION BPOARD REOUESTS . AMD THAT FATLILUORE TO RESPOMID W ITHIN THE TILME L IMIT

e Note: The system will not allow you to certify “N” for NO if you have entered information

on any of the previous screens.
e Allfields
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Option #9 Special Program Certification

Option 2 - Certification of Master Deputy Career Development Plan (Sheriffs and
Regional Jail Superintendents)

e Read all screens to determine compliance

Screen 1 of 7

P - EXTRAL X treme

R 0 S O - e QWIJM::ER&'.

(3 % L1 &3 el .o LTy <

MCCE — A CoOIM BUDGET REQUE=T 1z 202006 1128
V.112020085 FY: 2008 LOC: 013 OFF: 204 ARLIMNGTOM COUNTY
CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAMN (CDFE)

LI HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOFMENT FLAN FOR THIS
SHERIFF-REGIOMAL JAIL IMNCORFORATES THE FOLLOWING CRITERIA:

A. THE DEFUTY MUST REQUEST CONSIDERATION FOR FPARTICIPATION IN THE CDFE

B. A CAREEER DEVELOFMEMNT BOARD (CDE) SHALL EBE ESTABLISHED AND MAKE
RECOMMENDATIONS TO THE SHERIFF REGARDING SELECTION

€. THE DECISION OF THE CDE MAY BE APPEALED BY THE DEPUTY .

D, COMPETITIVE SELECTION PROCESS IM WHICH THE SHERIFFA-SUPERINTENDEMT MAKES

THE FIMAL DECISION REGARDIMG SHELECTION.,

E THE MIMNIMUM LENGTH OF =SERVICE REQUIREMENT IN THE OFFICE MNECE TO BE
COMSIDERED FOR SELECTION IS THREE YEARS
F1=HELF F3=MEINU F4=TOTALS FSE=FIRST F6=LAST F7=FREV Fa=MxT Flz=MAIN
To0 .2 G060z

Read and then press “F8” to proceed to the next screen

Screen 2 of 7

- EXTRA! X -treme

e = e ) =—‘»r.‘ﬂlﬁ%‘ﬂ.‘=ﬁ_‘kﬂ\?&’&zr‘_’ih‘?l
MCOCE - B COIN BUDGET REQUEST 122020086 1138

V.1l1l130z20085 Fyo: Zoos LoOC: 013 OFF S04 ARLINGTOMN COUNTY

CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

T HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOFMEMNT PLAN FOR THIS
SEHERIFFA-REGIOMNAL JAIL IMNCORPORATESZ THE FOLLOWING CRITERIA .

F . JOEBE PEERFOPRMANCE IMNCLUDING TWO COMNZECUTIVE ANIMNUAL EVALUATIONSZ THAT MEET
ABOVE AVERAGE RATIMGS .

<] HNO MORE SERIOUSE DISCIPLIMARY ACTIORN THAMN ONE WRITTEN REPRIMAND WITHTN
THE FPAZST TWDO YEARES IMMEDIATELY PRECEDING APPLICATION FOR ZSELECTION.

H HOT HAVE MORE THAM OHNE PREVENTABLE ACCIDEMT IMN THE PAST THREE YEARS

T ANMNUAL QUALTIFICATION WITH A DEPARTMENT-APPROVED FIREARM WITH A =SCORE OF

HMOT LESESE THAN 80 FOR THE MANDATORY ITITN-SERVICE FIREARM QUALIFICATIONS

COURSE EQUAL CONSIDERATION MUST ALSO BE GIVEN TO JUDGMENT AND ACTIONS

BASED ON THE APPROPREIATE USE OF FORCE

F1=HELF F3=MENU Fa4=TOTATLS= FE=FIRET Fe6=LAST F7=FPREWV Fa=MN=T Fla=MATN

9% 00,1 0101

Read and then press “F8” to proceed to the next screen
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Option #9 Special Program Certification

Oy O S e D [0 [Fle = 4 & B o ¥ e imed @
| MCCE —-C COIMN BUDGET REQUEST lz- 202008 11393
V. 113020085 FY 2008 LOC: 013 QFF: 304 ARLINGTON COUNTY

CERTIFICATION OF MAZTEER DEPUTY CAREER DEVELOPMENT PL AN (CDE

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOFMENT FLAMN FOR THIS
SHERIFFAREGIONAL JAIL INCORPORATES THE FOLLOWING CRITERTIA:

J COMPLETION OF A MIMIMUM OF 40 HOURS OF SPECTALITIZED TRAIMING TN ADDITION
TO THE 40 HOURS MANDATED IN-SERVICE TRAINING REQUIRED BY DCJIS ., THIES
TRAINING SHOULD BE DESIGNED TO ENHANCE THE CAREER OF A MASTER DEPUTY AND
MUST BE OTHER THAN THOSE REQUIRED BY LAW OR REGULATIONS AS MINIMUM
TRATNING REQUIREMEMNTS THE COURSE WORK MUST BE APPROVED BY THE SHERIFFE
OrR COMFLETED AT A CERTIFIED CRIMINAL JUSTICE ACADEMY . ANY JOBE-RELATED
COURSE OF AT LEAST 3 CREDIT HOURS MAY EBE SUBSTITUTED FOR THE ADDITIONAL
40 HOURE SPECIALIZED TRAINING., COFIES OF OFFICIAL TRANSCRIFTS FOR ALL
COLLEGE CREDITES CLAIMED MUST BE PROVIDED, A MINIMUM GRADE OF 'C' MUST BE
ACHIEVED. aAND THE CREDIT=S MU=ST HAVE BEEMN EARMNED AT A COMMUNITY COLLEGE.
COLLEGE OR UNIVERSITY ACCREDITED BY THE STATE COUMNCIL OF HIGHER
EDUCATION OF VWIRGINIA (SCHEWV), OR LIKE AGENCY IN OTHER STATES .

F1=HELF F3=MENU F4=TOTALGS FS=FIRET F6=LAST F7=FREV Fe=MxXT Flz=MAIMN

o001 01,01

.5 [165.176.127.4] (CIPO1C41)

Read and then press “F8” to proceed to the next screen

Screen 4 of 7

D3] & e o [ =—?rﬁlﬁ3'@&ogﬁn‘ﬂﬂh‘i‘l
MCCE -1 COTHN BUDGET REQUEST 12202006 11:39

V.113020085 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY

CERTIFICATION OF MASTEER DEFPUTY CAREER DEVELOPMENT FPL AN (CDF )

I HEREEY CEERTIFY THAT THE MAZTEFR DEPUTY CAREEER DEVELOPMENT PLAN FOR THIZS
SEHERIFFA-REGIOMNAL JAIL IMNCORPORATEZ THE FOLLOWING CRITERIA.

K. INCLUDE SPECIFIC RULES REGARDING EXPECTED USE OQF SICK LEAVE AND REPORTIMNG
REQUIREMENTSE AMND MUZT BE CONSIZSTENT WITH THE AGENCY'EZ POLICIES REGARDING
THLE AREA

L. INCLUDE A FROCEDURE FOR THE REMOVAL OF DEFUTIES FROM THE CDF WHO DO MNOT
MATNTATIN PRESCRIBED MINIMUOM STAMNDARDS

M. INCLUDE A STATEMENT THAT CAREER DEVELOFMENT OFPORTUNITIES ARE AVAILABLE .
TO ALL GRADE & DEPUTIES. AND THAT SELECTION WILL BE MADE REGARDLESS OF
RACE, RELIGION, GEMNDER, MNATIONAL ORIGIN OR FPOLITICAL AFFILIATION OF
DEPUTIES WHO CHOOSE TO APPLY

Ds- 1 MUST BE AVAILABLE IMN ITS ENTIRETY TO ALL EMPLOYEES OF THE OFFICE

F1=HELF Fi=MENU Fa=TOTALS FE=FIREST Fe=LAST F7?7=PREV Faea=MNXT Fla=MATIN

o001 o1 .-~-01

Feysi 190394 Saved; 0013

Read and then press “F8” to proceed to the next screen
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
Option #9 Special Program Certification

Screen 5 of 7

NIP - EX X treme

O 0 e LD =y 08 s RO @ it id o
MCCE -F COIN BUDGET REQUEST 1220200686 11:39

¥.11302005 FY: 2008 LOC: 013 OFF: 304 ARLINGTOMN COUNTY

CERTIFICATION OF MASTER DEFUTY CAREER DEVELOFPMENT FLAN (CDF)

I HEREBY CERTIFY THAT THE MASTER DEPUTY CAREER DEVELOPMENT PLAN FOR THIS
SHERIFF-REGIOMNAL JAIL IMNCORFORATES THE FOLLOWING CRITERIA:

o. CONTAIN A STATEMENT THAT ANY DEPUTY SELECTED FOR THE CDP SHALL NOT HAVE
HIZ STATUS REVOKED S0OLELY AS A RESULT OF A REDUCTION IN THE TOTAL MNUMEBER
OF ELIGIEBELE GRADE &8 COMPENSATION BOARD REIMEBURSED POSITIONS IN THE
OFFICE .

PoN CconrTAIlN A STATEMENT THAT THE PURPOZE OF THE CDhP 12 A RECOGHNITION AND
INCENTIVE FPROGRAM BASED UFPON INDIVIDUAL ACCOMFLISHMENT AND MAINTENANCE
OF SPECIFIC CRITERIA, AND THAT SELECTION IN THE CDP IS8 NOT CONSIDERED A
PROMOTION . THE STATEMENT MUST ALS0O REFLECT THAT ALL DEFPUTIES SHALL BE
SUBJECT TO CURRENT FOLICIES AMND PROCEDURES . INCLUDING AMENDMEMNTS AMND
THAT ESTABLISHED POLICIES AND PROCEDURES MAY BE AMENDED BY THE SHERIFFE AT

ANY TIME AMND THAT ALIL FIMNANCIAL THCENTIVES ARE SUBJECT TO APPROVED

FUNDIMNG.

Fl1=HELF F3=MENU F4=TOTALS FE=FIRST F6e=LAST F7?7=FREV Fe=MNXT Fla=MAIN

00 1 ol.~01

Read and then press “F8” to proceed to the next screen

Screen 6 of 7

R e e e R R R e e e |
MCCE -G COTIN BUDGET REQUEST 122020086 11:39

V.11302005 FY: 2008 LOC: 013 QFF. 304 ARLINGTON COUNTY

CERTIFICATION OF MASTER DEFUTY CAREER DEVELOFPMENT FPLAN (CDF)

I HEREBY CERTIFY THAT THE MASTER DEFPUTY CAREER DEVELOFMENT FLAN FOR THIEZ
SHERIFFREGIOMNAL JATL IMNMCORPORATES THE FOLLOWIMG CRITERITA

0. CONTAIN A STATEMENT THAT THE PURPOSE OF THE CDP I&5 TO ENCOURAGE
FPROFESSIONALISM IN THE OQOFFICE BY IMPROVING FERSONAL SKILLES. KNOWLEDGE |,
AND ABILITIES OF GRADE 8 DEPUTIES IN ORDER TO MEET DEFARTMENT OBJECTIVES
AND TO REDUCE DEPUTY TURNOVER. PREVENTABLE VEHICLE ACCIDENTS, EXCESZIVE
SICKE LEAVE USAGE. AND DISCIFLINARY ACTIONSZ.

R THE OFFICE MUST HAVE AN EMPLOYEE EVALUATION PLAN CURRENTLY IN EFFECT THAT
MEETS THE MINIMUM CRITERIA ESTABLISEHED BY THE COMPENSATION BOARD FOR SUCH
PLANS

F1=HELFP F3=MENU F4=TOTALSZ FS=FIRST Fe=LAST F7=FREV Fe=NxT Flz=MAIN

z|wiz|2|w

001 0l-01

(CIPO1CH)

Keys: 190396 Saved: 0013

Read and then press “F8” to proceed to the next screen
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
Option #9 Special Program Certification

creen 7 of 7

B3 SNIP - EXTRA! X-treme [SEE
IR0 e damoAlesn s B o e el

MCCE —-H COIN BUDGET REQUEST 12-20-2006 11:39

My St...

Egi v.11302005 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
CERTIFICATION OF MASTER DEPUTY CAREER DEVELOPMENT PLAN (CDP)

I UNDERSTAND THAT 20% OF THE TOTAL GRADE 7 AND 8 DEPUTIES MAY RECEIVE
ADDITIONAL COMPENSATION REIMBURSED BY THE COMPENSATION BOARD AS A RESULT OF
BEING SELECTED FOR THE CAREER DEVELOPMENT PLAN AND THAT ADDITIONAL
COMPENSATION SHALL NOT EXCEED A 4-3TEP (2 . 31%) INCREASE IN SALARY. THE OFFICE

MUST COMPLY WITH THE MASTER DEPUTY AUDIT PROGRAM PUT INTO EFFECT MAY 25, 2005

PARTICIPATE IN CAREER DEVELOPMENT FPROGRAM (YMN):
APPROVAL: ) OFFICER USER-ID:

F1=HELP F3=MENU F4=TOTALS F5=FIRST FE=LAST F7=PREV TF§=NXT TF1l2=MAIN
AEN 75001 21-51

Keys: 190397 Saved: 0013 NUM 11:40 AM
SRIEeEE
15 start |18 mbox ... x eme raft 3 5 SUE & ] 11:40 A

Enter a “Y” for YES or “N” for NO to answer participation in career development program
Use the officer’s SCB USERID to signoff.

Please read through the requirements and make sure the Sheriff meets all criteria prior to
certifying “Y”. If you are unsure, please verify. The Officer must meet ALL criteria of the
program in order to answer “Y" for Yes to the question “Participate in Career Development”
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE
Option #9 Special Program Certification

Option 3 - Planned Jail Expansion

Screen 1 of 1

123 Copy of VITAZ - Rick - EXTRA! X-treme

© Fle Edit View TJook Session Options Help

D308 dnmo e nrt & DA OF el
MCCL-A COIN BUDGET REQUEST 2009-12-01 16.40
V.10162009 FY: 2011 LOC: 001 OFF: 307 ACCOMACK COUNTY

PLANNED JAIL EXPANSION

PLEASE ANSWER EACH QUESTION FOR PLANNED JAIL EXPANSION

IS THERE A PLANNED EXPANSION TO YOUR JAIL FACILILTY:

ESTIMATED COMPLETION DATE: MM/ DD / YYYY
ESTIMATED INCREASE IN OPERATING CAPACITY: 0
ESTIMATED NUMBER OF MEDICAL POSITIONS NEEDED: 0
ESTIMATED NUMBER OF FOOD SERVICES POSITIONS NEEDED: 0
ESTIMATED NUMBER OF CORRECTIONAL OFFICERS NEEDED: 0
OFFICER NEEDS TO COMPLETE
F1=HELP F3=EXIT F4=TOTALS F12=MAIN
Y | 00,2 11/62

Connected ko host ditmys2 stat

.us [165.176.127.4] (CIPORSST) Keys: 246064 Saved: 0001 UM 4140 PM
ouk... | TE3 Copy of VITAL - Rick ... [ com \Board,... | @ Sherifs | DA sheriff Fr11BudgetR... & @S wa0rm

e Entera “Y” or an “N” if your locality has a planned jail expansion. All Offices must certify
‘Y’ for Yes or ‘N’ for No on this screen.

Enter estimated completion date (required when entering Y above)
Enter estimated number of medical positions needed (if known)
Enter estimated number of food services positions needed (if known)
Enter estimated number of correctional officers needed (if known)
Press the Enter key after all requested information has been entered
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

12. Option #10 - Certify Budget Request

Purpose:

The Certify Budget Request screen is accessed from the COIN Budget Request Menu. This screen enables the
Local Officer to certify that the budget request is accurate and also enables the Compensation Board to approve that
the budget request is within CB policy.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
o COIN Budget Request Menu - Select Option #10, Certify Budget Request

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT’'S

=3 SNIP - EXTRA! X-treme [[EE
DB S anmo bfle A 8 & BE o3 el

MCB8 COIN BUDGET REQUEST 12-20- 2006 11:40
%?i V.l2062006 FY: 2008 LOGC: 013 OFF 304 ARLINGTON GCOUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA

SALARY SUPPLEMENTS., LOCALLY FUNDED POSITICONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UFCOMING FISCAL YEAR I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF

ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL :
LOCALITY : DATE 12202008 OFFICER LOGON:
CcB : DATE CB LOGON:

CB REVIEW (Y~ N):

REMOVE SIGNOFF (YY) :

MUST COMPLETE ADDITIONAL EMPLOYEE REQUEST BEFORE SIGN-OFF
F1=HELP F3=EXIT F4=TOTALS F12=MENU
[AEW % 100 .1 1651

Connected ko host ditmys2. state.va.us [165.176.127.4] (CIPO1C+1) Keys: 190403 Saved: 0013 rura 11:40 AM
74 start [ @ 1nbox - m f . I3 SMIP - EXTRAL %-treme | 0 Dr FF . & 11:40 A

Helpful Hints:

e If you enter the Officer’s SCB USERID to submit your budget request and all screens that have required fields
have not been processed, the system will not accept your sign off
v Under this condition, the system will inform you that a required process has not been completed and a
message will direct you to the incomplete process selection on the On-line Budget Menu
e Once you have submitted your budget request you may not further modify your request
v" From the time of your submission, which is due February 1, you may only view your submission
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CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #10, Certify Budget Request

=3 SNIP - EXTRA! X-treme

DS B e =h et & A o3 el
MCBS COIN BUDGET REQUEST l1z~-20-2008 11:40

T_‘._i;it” V.12062006 FY: 2008 LOC: 013 OQFF 304 ARLINGTON COUNTY

g

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA

SALARY SUPPLEMENTS., LOCALLY FUNDED POSITICONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UFCOMING FISCAL YEAR I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM & COPY OF

ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL :
LOCALITY : DATE 12202008 OFFICER LOGON:
CcB : DATE CB LOGON:

CB REVIEW (Y~ N):

REMOVE SIGNOFF (YY) :

MUST COMPLETE ADDITIONAL EMPLOYEE REQUEST BEFORE SIGN-OFF
F1=HELP F3=EXIT F4=TOTALS F12=MENU
[AEW % 100 .1 1651

Keys: 190403 Saved: 0013 U 11:40 AM
[ 1@ nibox e, B3 Suip- exTRAl ereme | B Draf 07 .. & @ 11:90 A

Helpful Hints (Continued):

e  Upon approval of your budget on May 1, you will be able to view your budget submission as
approved, which will include any adjustments made by the Compensation Board
e Please check your request for any final changes
v If the Officer’s SCB USERID has been entered, you cannot make changes to your Budget
Request.
v If your screen has error messages on the bottom of the screen, you have not Certified
o Please go back to the ‘Option” shown in the error on the bottom of your screen and complete
the required fields, and then return to the certification screen to certify your budget request

Procedures:

e  Enter the officer’s SCB USERID as the ‘Officer Logon’ to Certify fiscal year budget submission
e  Press the “Enter” key after completing the information requested
e Press ‘F3’ to exit the screen to the Budget Request Menu
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13. Option #11, Comments

PURPOSE:

The Comments screen is accessed from the COIN Budget Request Menu. This screen allows comments by
any local officer or Compensation Board representative.

NAVIGATIONAL PATH:

COIN Main Menu — Select Option #2, COIN Budget Request
COIN Budget Request Menu — Select Option #11, Comments

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

treme L
R R e e e . s e e T e e |
[EX=E=wN CoOTHM BEUDGET REOUEST 1z 20~ 2006 1140

V.l130z2006 FW¥: =2Zoo0s LOC: 013 OFF T304 ARLINGTON COUNTY

COMMENT =

A (A)-ADD MNEW COMMERNT FPAGE 00 OF 00

(D) -—DELETE CURRENT COMMENT

HELPFUL HINTS:

There are unlimited ‘Comment’ screens that allow the entry of comments in a free form format
This screen will Time Out if your computer is idle for 15 minutes

v Suggest that you have all the information needed before starting this process

The use of these screens is optional and the data entered is not edited

This screen is available for any information you think is necessary for the Compensation Board to
know about your on-line budget request

PROCEDURES:

e Enter “A” to add a comment or “D” to delete a comment

e Input the information you want to address

e  Press the “Enter” key after your comments have been entered

o Reference the section of the on-line budget request your comments are referring to

v' Example: Option #2, Additional Employee Request
Press ‘F3’ to exit the screen to the Budget Request Menu
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14. Function Key ‘F4’ - Budget Request Totals
PURPOSE:

The ‘F4=Totals’ Function Hot Key screen reflects your Budget Request Totals. These screens capture your
Current Budget, Budget Requested Totals and Compensation Board Approved Budget for the next fiscal
year that will be displayed by May 1 of each year. The categories captured within these screens are
Permanent Personnel, Additional Personnel, Temporary Personnel, Office Expenses and Equipment.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Press Function Key ‘F4’

3 SNIP - EXTRA! X-treme = =)
iDEds dnmo mFAe a8 K R OF it i
MCBEB — A COIN BUDGET REQUEST 12-20-2006 11 :40

E] ()

C..
Pt V.1l0z2620086 FYy : 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

BUDGET REQUEST TOTALS

FPERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET — REIM —ESTIMATED REIM-—

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR DDGT 6. 6867 .1383 764,345 7.451,520 G.687. 103 764,345 7.451.528
REQUESTED 5.687.183 764,345 7.451,528 &.687.,183 764,345 7.451.528
COMP BOARD o Lo} 0 0 Lo} o
TOTAL PERMANENT PERSONNEL z1z

TEMPORARY PERSONNEL

BUDGET —ESTIMATED BUDGET — REIM —ESTIMATED REIM-—

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 150,978 17 .2586 168, 234 150. 978 17,256 168 . 234
REQUESTED o Lo} 0 0 Lo} o
COMP BOARD o Lo} 0 0 Lo} o

F1=HELPF F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F8=NEXT Flz=MENU
[ATE W % 00 .3 0217

Connected to host ditmys: s [165.176.127.4] (CIPO1C41) Keys: 190408 Saved: 0013 UM 11:41 AM
7s start [ ot F22 SMIP - EXTRAl 5-treme | @ Draft ‘07 ... & [ 11:41 AM

HELPFUL HINTS:

e The Budget Request Totals are displayed on three screens
v Screen #1 displays the totals for Permanent and Temporary Personnel funding requests
v Screen #2 displays the totals for Equipment funding requests
v Screen #3 displays the totals for all budget request categories
e To navigate through the screens use the ‘F7’ key to view a previous page or ‘F8’ to view the next page
e This screen can be accessed from any Budget Request screen by depressing the ‘F4” key
e  Pressing the ‘F3’ key will return you to the screen from which you accessed the Budget Request Totals
screen.
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‘FA BUDGET REQUEST TOTALS

SHERIFF'S AND REGIONAL JAIL SUPREINTENDENT'S

15T SCREEN OF 3:

=3 SNIP - EXTRA! X-treme [BEET
PD e S e B0 [on][Ale = A 08 & [ [® O oL 8 P4 ﬁ!

MCBE — & COIN BUDGET REQUEST 12202006 11:40
%;i ¥.,10262006 FY: 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

BUDGET REQUEST TOTALS

PERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET - REIM —ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURER BDGT 6,687,183 764,345 7.451,528 6,687,183 764,345 7.451.528
REQUESTED 6,687,183 764,345 7,451,528 6,687,183 764,345 7.451.528
COMFP BOARD o} o) o) o) o) o}
TOTAL PERMANENT PERSONNEL 212

TEMPORARY PERSCONNEL

BUDGET —-ESTIMATED BUDGET-— REIM —-ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 150.978 17.2586 168,234 150,978 17,2586 168 .234
| REQUESTED 0 Q o] Q Q 0
COMF BOARD o} o) o) o) o) o}

F1=HELP F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREY F8=NEXT F12=MENU
EEY | 9% 00 .3 0217

Keys: 190408 Saved: 0013 UM 11:41 AM

@ 1191

PROCEDURES:

e 15T SCREEN OF 3:

v' ‘CURR BDGT’ — This line of information refers to the ‘base’ request information using your
current budget information as of December 31

v ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the process of making
o This information is subject to change as you make revisions to your budget request
o  This information becomes ‘locked-in’ when the Constitutional Officer or designee certifies
their budget request

v' ‘COMP BOARD?’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

v' ‘FRINGE’ benefits listed are estimates only

v ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your
locality
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‘F4 BUDGET REQUEST TOTALS

SHERIFF'S AND REGIONAL JAIL SUPERINTENDENT'S

2NP SCREEN OF 3:

23 SNIP - EXTRA! X-treme

iD30 8 & nmo mflesart & BE 0@ el

EEX]

MCBE-B COIN BUDGET REQUEST 12-20-2006 11:41
%fi V.10262006 FY: 2008 LOC: 013 OFF: 304 ARLINGTON COUNTY
BUDGET REQUEST TOTALS
EQUIPMENT
NEW NEW REPLACE REPLACE TOTAL TOTAL STRESSED
OTY COST OTY COST OTY COST COST
EQUIPMENT TOTAL:
0 0 0 0 0 0 0
0 0 0 0 0 0 0
F1=HELP F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F8=NEXT F1l2=MENU
7001 02,17

Keys: 190408 Saved: 0013 nUM 11:41 AM
e
‘5 start [ 8 ko k.. By SMIP- EXTRAI %treme | [ Draft 3She

:
& 8 11:41 A0

e 2NPSCREEN OF 3:

v' This screen displays equipment totals by equipment category

v" FIRST LINE of information displayed relates to the request you have made or are in the process

of making
o This information is subject to change as you make revisions to your budget request
o Line 1 becomes ‘locked-in’ when the Constitutional Officer certifies their budget request

v" SECOND LINE of information displayed relates to the in-progress or approved request as
completed by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board

o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’
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‘F4 BUDGET REQUEST TOTALS

SHERIFF’'S AND REGIONAL JAIL SUPERINTENDENT'S

3RP SCREEN OF 3:

"3 SMIP - EXTRA! X-treme g@@
PD A S i 0 [0][Fle = e 08 % E O @ e es o

MCEBE-C COIN BUDGET REQUEST l12-20- 2006 11:41
e V.oloz6e2006 Yo 2008 LOC: 013 OFF 304 ARLINGTON COUNTY

BUDGET REQUEST SUMMARY TOTALS

TOTAL FPERMANENT FPERSONNEL.: CURR BDGT €.687,183 REIMBURSABLE 6,687,183
REQUESTED 6,687,183 6,687,183
COMFP BOARD s}

TOTAL ADDITIONAL FPOSITIONS: CURR BDGT 0
REQUESTED 8]

COMFP BOARD

TOTAL TEMPORARY PERSONMNETL H CURR BDGT 150,978 REIMBURSABLE 150,978
REQUEZTED ) o
COMP BOARD 0

TOTAL OFFICE EXFPENSES.....: CURR BDGT 0 REIMBURSABLE 0
REQUESTED 8] 8]
COMP BOARD 0

TOTAL EQUIPMENT EXPENSES . | @ CURE EBEDGT 0 REIMEURSABLE 8]
REQUESTED s} 8]
COMF BOARD 0

Fl=HELF F3=MENU Fa=TOTALZSZ FS=FRZT Fe=LAzT F7=PREY Fg=MNEXT Flz=MENLU
[AEW W00 .1 0217

Connected to host ditmwsz, state. v

27,4 (CIPO1C41) Keys: 190408 Saved: 0013 UM 11141 AM

|8 inbox y me | @h Draft 3 shenff Fyo7 .. & [ 11:41 AM

e 3RPSCREEN OF 3:

v Displays totals for each budget request broad-based category:
o Permanent Personnel

Additional Positions

Temporary Personnel Funding

Office Expense Funding

Equipment Requests

O O O O

v' ‘CURRENT BUDGET’ - This line of information refers to the ‘base’ request information using
your current budget information as of December 31

v ‘REQUESTED’ — This line of information refers to the budget request that you have made or are
in the process of making
o This information is subject to change as you make revisions to your budget request
o This information becomes ‘locked-in’ when the Constitutional Officer or designee certifies
their budget request

v’ “COMP BOARD’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

e Press ‘F3’ to exit the screen to the Budget Request Menu
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15. Main Menu Option #5 - Budget Reports

Generating Reports in COIN

e & https sch.virginia.gov/F\Term/ O~ @ | @ First Flynet Viewer Host Fly..
File Edit View Fovorites Tools Help

5 &) COIN Training Registration & eVA &) Compensation Board - Ap... & Compensation Board, Ho.. & Google (2) | | Newfolder = &) COIN Budget Request Ha... ] Compensation Board, Ca...
MATN-A COIN MAIN MENU 11/20/2019 13:03
V.05062016 LOC: [l01 OFF: 307 ACCOMACK COUNTY

SYSTEM MAINTENANCE A. ASSIST CUSTOMER
BUDGET REQUEST PROCESSING

REIMBURSEMENT PROCESSING

PERSONNEL PROCESSING

REPORTS

INQUIRY

TTF BUDGET REQUEST TTF FISCAL YEAR 2020
UPDATE LOCALITY/OFFICE INFORMATION

00 ~NO Ul kW N =

OPTION: 5

BROADCAST MESSAGES:

01/21/2011

kkkkkkkkkrkkkkkkkrkxxkxkx [MPORTANT NOTICE **x%xkkkkkkkhkkhkkkkkkhkkkhkhkxhkkkkikkkhkkk
EFFECTIVE 11/2@0 WHEN YOU CHANGE YOUR PASSWORD YOU WILL NOT BE ABLE TO

USE BACK-TO-BACK REPEATING CHARACTERS IN YOUR PASSWORD.

FOR EXAMPLE, MONKEY11 (REPEATING 11) OR FALL2011(REPEATING LL AND 11)

WILL NO LONGER BE VALID.

PLEASE PROCEED, ENTER VALID OPTION 1-9

F1=HELP F12=LOGOFF
ST O T P w5
W S D = e B "B A e

e Navigate to the COIN Main Menu; from the Main Menu, select option 5 (Reports)
and press the ‘Enter’ key.

Main Menu Option #5 — Reports
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e & https sch.virginia.gov/FVTerm £~ @S| @ First Flynet Viewer Host Fly..
File Edit View Fa Tools  Help

3% &) COIN Training Registration & eVA & Compensation Board - Ap... £ Compensation Board, Ho.. G Google(2) | | New folder » &) COIN Budget Request Ha... & Compensation Board, Co..

MCG@ COIN BUDGET REQUEST 2019-11-20 13:04
V.09252018 FY: 2020 LOC: 001 OFF: 307 ACCOMACK COUNTY
OFFICE: SHERIFF OFFICER: GODWIN

REPORTS MENU

1. MAY 1ST BUDGET 4. BUDGET REQUEST WORKSHEET
2. BUDGETS WITH ACROSS 5. BUDGET ROLL REPORT
THE BOARD INCREASES 6. MONTHLY REIMBURSEMENT REPORT
3. CURRENT ACTIVE BUDGET EXTR DATE: 10012019 MONTHS: @1
REPORT 1_

SORTED BY (ENTER "X" FOR SORT ORDER)

_ CLASS

x POSITION NUMBER

_ NAME

REPORTS WILL BE SENT BY E-MAIL. ENTER E-MAIL ADDRESS BELOW:
KBARRETT@CO.ACCOMACK. VA.US

F1=HELP‘ F2=AUTH BDG F3=MENU F4=TOTALS F12=MAIN
[ DCTR el =2 e [ SRS HH ReRDY Z

1:05 PM

N 2D e N

There are 6 reports that are available:

e Option #1 “May 1° Budget”- This is the Budget as typically approved by the
Compensation Board during its April board meeting. This is the basis for the budget
effective July 1 of that year. Note: Be sure to change FY at the top of the screen for
the Budget “ending” year (2022).

e Option #2 “Budget Report with Across the Board Increases Increase”- This
report lists current positions and the salary increase, if any, as provided by the
Appropriation Act. This report is available one month prior to the effective date of
the salary increase. For example, this report was updated to show FY?21 across the
board salary increases effective on July 1, 2020 in June 2020.

e Option #3 “Current Active Budget”— This is the historical budget report, listing all
changes to your budget since it went into effect.

e Option #4 “Budget Request Worksheet”- This is the Budget Request Worksheet,
this report may be downloaded to enter all personnel changes before entering them
into the COIN system.

e Option #5 “Budget Roll Report” — This is the Budget as it went into effect on July
1. This could differ from the May 1% Budget.

e Option #6 “Monthly Reimbursement Report” — This reports list all line items for a
specified month’s reimbursement.
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Main Menu Option #5 — Reports

e & hitps scb.virginia.gov/FVTerm D - @ O | & First Flynet Viewer Host Fly...

:;Ed CI;IN'I'Ir:\T:\mgaR:ngri‘::tmnnt EVAEZ Compensation Board - Ap... £] Compensation Board, Ho.. & Google (2) | | New folder + ] COIN Budget Request Ha... & Compensation Board, Co...

MCG@ COIN BUDGET REQUEST 2019-11-20 13:04
V.09252018 FY: 2021 LOC: 901 OFF: 307 ACCOMACK COUNTY

OFFICE: SHERIFF OFFICER: GODWIN

REPORTS MENU

1. MAY 1ST BUDGET 4. BUDGET REQUEST WORKSHEET
2. BUDGETS WITH ACROSS 5. BUDGET ROLL REPORT
THE BOARD INCREASES 6. MONTHLY REIMBURSEMENT REPORT
3. CURRENT ACTIVE BUDGET EXTR DATE: [0@12019 MONTHS: @1
REPORT 1_

SORTED BY  (ENTER "X" FOR SORT ORDER)

_ CLASS

x POSITION NUMBER

_ NAME

REPORTS WILL BE SENT BY E-MAIL. ENTER E-MAIL ADDRESS BELOW:
KBARRETT@CO.ACCOMACK. VA.US

F1=HELP\ F2=AUTH BDG F3=MENU F4=TOTALS F1 2=MAIN\
@ at 20 [ LU HEFHP READY ) T o

el wl A e M

e Change the Fiscal Year to 2022 ( FY22 Approved Budget Report)

e Enter the report option (1-6)

e Enter the desired sort sequence, if no sort sequence is specified, the Budget
Report will be printed in Class Code order.

e Change the default email address to the specific email address of the individual to
receive the report

Governing Bodies have the ability to request a Budget Report for each office type in their
locality by entering the office code on the COIN Main Menu, proceed to option 5
(reports) for each specific office type, and then follow the instructions above (307-
Sheriffs/Superintendents; 717-Directors of Finance; 771-Commissioners of the Revenue;
772-Commonwealth’s Attorneys; 773-Circuit Court Clerks; 774-Treasurers).
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Technical Assistance
Users with Google-hosted email may experience problems with receiving a file
attachment in the email received from the COIN system. Instead, users with Google-
hosted email may receive the budget report loaded into the body of the email. If you
experience this problem (report contained in body of email and no file attachment
received), please email one of the individuals listed below and notify them that you have
experienced this specific problem. Please be sure to include your Locality number and
your Office number in your email request so that we may assist you in receiving the
budget report in a file attachment.

Donna Foster- donna.foster@scb.virginia.gov (Sheriffs/Superintendents)

Brian Bennett- brian.bennett@scb.virginia.gov (Sheriffs/Superintendents)

Joan Bailey — Joan.bailey@scb.virginia.gov(Treasurers, Finance Directors, Commissioners)
Paige Christy — Paige.Christy@scb.virginia.gov (Commonwealth’s Attorneys and Clerks)
Bill Fussell — william.fussell@scb.virginia.gov (All Offices)

Dan Munson — dan.munson@scb.virginia.gov (All Offices)
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16.

Appendix

17.Classifications and Pay Plans

SHERIFF’'S - SUPERINTENDENT Support Personnel

Classifications And Pay Plans

CLASSIFICATION AND PAY PLAN FOR SUPFORT PERSONMEL OF THE SHERIFF

AUGUST 1, 2022- December 31, 2022

PAY
CLASS TITLE ABBREV BAND ROLE MIN MaX*
(GEMERAL OFFICE CLERK GC
1 Administrative
SECRETARY I SECI 24,163 45476
COOK A CK A
SECRETARY Il SECH
CODK B CHE
COMMUNICATIONS OFERATOR COMOP 2 Sr. Administrative 28,868 55571
COMMUNICATIONS SUPERVISOR CO SP
ADMIN STAFF GPECIALIST ADM3S 3 Professional 34,358 64,462
LIDS TECHNICLIAN 1
HON-SWORN) LT 3 Professional 34,358 Bd 462
(OIS TECARICIEN ¥ BERAVIORAL
HEALTH CAEE MAMAGER LT2 BHCM B &r. Professional 40,336 B4,182
|CH M- SWOEH)

CLASSIFICATION AND PAY PLAN FOR LAW ENFORCEMENT, COURT SERVICES. AND CORRECTIONAL

Compensation Board
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OFFICERS
AUGUST 1, 2022- June 30, 2023
PAY .
CLASS TITLE ABEBREV ROLE MIN MAX
BAND
CORRECTIONAL OFFICER CT
COURT SERVICES OFFICER o7
LAW ENFORCEMENT OFFICER [t} 42,000 65,496
CORRECTIONS OFFICER TECH cTr
Professional
CORRECTIONAL OFFICER ca
COURT SERVICES OFFICER =
LaW ENFORCEMENT OFFICER s 43,050 65,496
CORRECTIONAL OFFICER cTE
LIS TECHNICIAN
MASTER DEPUTY ==
CORRECTIONAL OFFICER MOLS
COURT SERVICES OFFICER S
LAW ENFORCEMENT OFFICER i
LIDS TECHNICIAN cTe
CORRECTIONAL DFFICER c10 B Sr. Professional 43,050 84,192
COURT SERVICES OFFICER cE1e
LAW ENFORCEMENT OFFICER LiD
CORRECTIONAL OFFICER o
COURT SERVICES OFFICER cE11
LAW ENFORCEMENT OFFICER L1
CORRECTIONAL OFFICER c1z
COURT SERVICES OFFICER Ce12
LAW ENFORCEMENT OFFICER L1z
CORRECTIONAL OFFICER c13
COURT SERVICES OFFICER cE12 8 Supereiory! 53,615 | 141,580
LAW ENFORCEMENT OFFICER Li3 Management
CORRECTIONAL OFFICER c1s
COURT SERVICES OFFICER cE14
LAW ENFORCEMENT OFFICER L1a




Classifications and Pay Plans

SHERIFF’S - Medical, Treatment, and Classification Personnel

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND CLASSIFICATION PERSONMNEL
AUGUST 1, 2022- June 30, 2023

PAY i
CLASS TITLE ABBREV BAND ROLE MIN MAX

MEDICAL _PMED

TREATMEMT _PTRT

CLASSIFICATION “pcLs 3 Professional 22 508 42 970

RECORDS _PRECS

P - denotes partially funded
o = dunobes & spao

MD - denobes participation in the Sharifls Master Daputy Plan

* Per Code of Yirginia, §182-162T.18, the salary of any employes of a Constitutional Officer cannot exceed 30% of the salary

of the Constitutional Officer.
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CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE REGIONAL JAIL

Classifications and Pay Plans

AUGUST 1, 2022- December 31, 2022

PAY
CLASS TITLE ABBREV ROLE MIN MAX*
BAND
GEMERAL OFFICE CLERK R__GC
i Administrative 24,163 45,476
SECRETARY | RSEC1
COOK A R_CKA
SECRETARY Il RSEC2 . -
COOK B R_CKB 2 Sr. Administrative 28,869 55,571
ADMIN STAFF SPECIALIST RADMS 3 Professional 34,358 64,462
LIDS TECHMICIAN 1 .
(NON-SWORN) R_LT1 3 Professional 34,358 64,462
[CIDS TECHWICTAN 2 BEHAVIORAL
HEALTH CASE MANAGER R_LT2 REHCM [ Sr. Professional 40,336 84,192
NON-SWORMN)
CLASSIFICATION AND PAY PLAN FOR REGIONAL JAIL OFFICERS
AUGUST 1, 2022- June 30, 2023
PAY
CLASS TITLE ABBREV ROLE MIN MAX*
BAND
CORRECTIOMAL OFFICER R__CT
CORRECTIOMAL OFFICER TECH R_CTT 42,000 65,496
3 Professional
CORRECTIOMAL OFFICER R__CE
CORRECTIONAL OFFICER TECH R_CTE 43,050 65,496
CORRECTIONAL OFFICER R__C9
CORRECTIOMAL OFFICER TECH R_CTS
MASTER DEPUTY RMDCS
P — R_c10 6 Sr. Professional 43,050 84,192
CORRECTIONAL OFFICER R_C11
SUPERINTENDENT SUP11
CORRECTIOMAL OFFICER R_cC1z
SUPERINTENDENT SUP12
CORRECTIOMAL OFFICER R_C12 Supervisory/
SUPERINTENDENT SUP12 8 Management 53,615 141,580
CORRECTIOMAL OFFICER R_C14
SUPERINTENDENT SUP14
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Classifications and Pay Plans

SUPERINTENDENT'S - CORRECTIONAL OFFICER AND CORRECTIONAL TECH

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND CLASSIFICATION PERSONNEL IN
REGIONAL JAILS

AUGUST 1, 2022- June 30, 2023

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL I:*F#E?
TREATMENT .
CLASSIFICATION RPCLS 3 Professional 22,509 42,970
RECORDS e

P - denotes partially funded
_ - denotes a space

MD - denotes participation in the Sheriffs Master Deputy Plan

* Par Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional Officer cannot exceed 90% of the
salary of the Constitutional Officer.
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